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GF metal business furniture is a GOOD investment 





22'’%" PAYLOAD 





THE CONVENTIONAL WAY 


At least 4" of the 2614" clear inside depth 
must be left unoccupied to allow working 
space, reducing filing capacity to 2214". 





THE SUPER-FILER WAY 
Entire 263,” inside depth is usable 


because automatic swing-front drawer 


provides necessary working space. 





costs less to buy 
...1e€SS to Operate 


than any first-grade rigid front file 


In Super-Filer you get, not just a 
filing cabinet, but a better, faster, 
space-saving method of handling 
business records. 


Because of its exclusive swing-front 
drawer and V-angle spread, Super- 
Filer gives you more payload per 
dollar invested than any first-grade 
rigid front file . . . cuts operating 
time in half. 


But that’s just part of the story... 
Super-Filer saves valuable floor 
space, too. Each drawer contains 
18 per cent more usable filing space 
than conventional files. And two 


MODE-MAKER, GENERALAIRE, 1600 LINE DESKS © GOODFORM ALUMINUM CHAIRS 
SUPER-FILER MECHANIZED FILING EQUIPMENT @ SHELVING @ PARTITIONS 


GF metal business furniture is a GOOD investment 
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5-drawer Super-Filers contain as 
much payload as three 4-drawer 
rigid front files . . . yet stand only 
43,4” higher. That’s why we say 
Super-Filer can pay for itself in 
space saving alone. 


Sounds incredible, doesn’t it? 


Make us prove it! Our representa- 
tive will be happy to show you why 
Super-Filer is first choice of Ameri- 
can business. Telephone your 
nearest GF dealer or branch office, 
or write for descriptive folder. The 
General Fireproofing Company, 
Dept. M-71, Youngstown 1, Ohio. 


GENERAL 


FIREPROOFING 


Foremost in Metal Business Furniture 
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“DECIDEDLY BETTER" 


DAY: BRITE 


Lighting Fidures 


Me elicu RM elect timuel iielaitis 1g 
of commercial and industrial lighting equipment” 





“CWational Accounting Machines save us 100% 


each year on our investment!” 


‘Because of our rapid growth as leaders in the 
fluorescent industry, our accounting depart- 
ment must maintain peak efficiency. That's why 
we are so well pleased with National Account- 
ing Machines. 

“Our Nationals save us valuable time in pay- 
roll, accounts payable, and other accounting 
work, and also increase operator efficiency, 
enabling them to do more work with less effort. 


“National's versatility permits easy shifting 


from one job to another. Also the many auto- 
matic features incorporated in these machines 
cut operator training time, as well as operat- 
ing time. 

‘Nationals save us their entire cost every 
year—a return of 100% annually on our invest- 


Ob Khem gtiok 


President, Day-Brite Lighting, Inc 


THE NATIONAL CASH REGISTER COMPANY, vayvron 9, ouH!10 


989 OFFICES IN 94 COUNTRIES 
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—DAY-BRITE LIGHTING, INC., St. Louis, Mo. 





In your business, too, National 
machines will pay for themselves 
with the money they save, then con- 
tinue savings as annual profit. Your 
nearby National man will gladly 
show how much you can save — and 
why your operators 

will be happier. 





yo BTRADE MARK REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES » CASH REGISTERS 





Plan with 
a BeO man! , 
PHONE OR WRITE: 
T. G. GORDON, Industrial Agent G. E. FERENCE, Ind. Development Agft. A. C. Todd, Industrial Agent 
BALTIMORE 1—LExington 9-0400 NEW YORK 4—Digby 4-1600 CINCINNATI 2—DUnbar 1-2900 
FIELDING H. LEWIS, Industrial Agent W. E. OLIVER, Industrial Agent 
PITTSBURGH 22—COurt 1-6220 CHICAGO 7—WaAbash 2-2211 


BALTIMORE & OHIO RAILROAD 
CONSTANTLY DO!) —BETTER! 
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PHOTOSTAT CORPORATION 


Photostat Corporation 
offers a choice of 
seventeen models of 
apparatus to meet any 
individual photocopy- 
ing requirement. These models range 
from small office secretarial type units, 
to large capacity machines for the use 
of centralized in-plant production of 
photocopies. 

Backed by almost fifty years of 
‘*know-now”’ in the photocopying 
field, Photostat Photographic Copying 
Equipment can help solve your partic- 





PHOTOSTAT is the 
trademark o 


PHOTOSTAT CORPORATION. 





ROCHESTER, NEW YORK 








PHOTOGRAPHIC ) 
COPYING EQUIPMENT 
APPARATUS 
ACCESSORIES 

PAPER 
DEVELOPER 
FIXER 





P 





For Every Office Use 


ular copying requirements . . . large or 
small . . . routine or special. 

Our representatives located in prin- 
cipal cities throughout the country and 
in Canada are experts in their field. 
They will be glad to assist and advise 
you... whatever your copying prob- 


lems may be. 





PHOTOSTAT CORPORATION 


P. O. Box 1970-C, Rochester 3, New York 
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R. R. HARLEY, Office 
Manager of The Na- 
tional Gypsum Com- 
pany home office in 
Buffalo. 


[ANOTHER MUZAK CASE HISTORY] 


How easing 
of worker tension 


upped production 5%, 












wariOnrat 





cut absenteeism 5% 





in the offices of 






ANAGEMENT SKILL of a 

high degree has gone 
into making GoLp Bonp a 
famous name in building 
products. This skill has 
also been applied in the 
home office of the manu- 
facturer, The National 
Gypsum Company. 





NATIONAL GYPSUM COMPANY, Buffalo, N. Y.— home of 





clothes manufacturer in Denver made 
a comparison of piece-work production 
during a four-month period before they 
had MuzAK, and a comparable four- 
month period after MUZAK, and noted a 
10% increase in output per operator. 

A Tennessee lime and cement company 
tested MUZAK in its drafting room and re- 
ported a productivity increase worth $300 
to $400 a month. A power company found 
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ALWAYS FORWARD- 
LOOKING. The Na- 
tional Gypsum 
Company was the 
first large office in 
in Western New 
York to install 
MUZAK and the 
first office “o 
where to use the 
principle of the 
speaker hidden be- 
hind an acousti- 
cal panel, 


Gold Bo nd 


YOU NEED SCIENTIFIC PROGRAMMING to suit 
the time of day, place and type of work activity. 
Each MUZAK program is based on 20 years’ study 
of the effects of music on people. 


YOU NEED “CONTROLLED DYNAMICS" (to 


penetrate noise barriers, mask out unwanted 
noise, without becoming distractingly loud—a 
technique which MUZAK has pioneered. 


YOU NEED A COMPLETELY AUTOMATIC 
SYSTEM which avoids the cost of assigning per- 
sonnel to purchase and store records or tapes, 


For more than ten years, National that the key-punch production of its IBM determine schedules, operate and maintain 

aa ie # ese 1e : / = ey equipment. A flick he switch starts MUZAK. 

Gypsum offices in Buffalo have been  jachine operators reached an 11-year high eq e ick of the switch st arts MUZAK 
served with MuzAk—the world’s only after MUZAK was installed, while errors These four major MuzAK “exclusives” tell you 


pure background music service scien- 
tifically planned to promote efficiency 
and reduce costly worker tension. 
Office-Manager R. R. Harley reports: 
“Our best estimate is that absenteeism 
was reduced at least 5% and production 
was increased at least 5°%. We consider 
MUZAK a definite part of the modern 
office. It goes naturally with fluorescent 
lighting, acoustical sound control, soft 
colors, ultraviolet lamps, and good 
layout.” 


Other MUZAK “Success Stories” 


This MUZAK “success story” 
repeated many times 


has been 
over. A work 


took sharp turn downward. And these 
are typical of the results reported by many 
of the upwards of 20,000 companies which 
subscribe to MUZAK. 


Why MUZAK Is So Different From 
Ordinary ‘“‘WORK MUSIC” 


How can “just music” accomplish results 

like these? The answer is simple. It can’t! 
For MUZAK is not “just music.” It has spent 
twenty years perfecting a scientific way to 
meet the minimum requirements for a suc- 
cessful work-music program: 
YOU NEED A SPECIAL KIND OF MUSIC which 
is ‘heard but not listened to’’—which stimulates 
people without distracting them. MUZAK has its 
own exclusive $10,000,000 treasury of custom 
created non-distracting background music. 








why ordinary “background music’ just cannot 
accomplish what MUZAK’s scientifically planned 
Service can do for you. 


FREE COPY— 
“An Answer to Worker Tension” 


Worker Tension is an enemy of production 
that costs American business billions of dollars 
every year. 

To answer your questions about it, MUZAK has 
pages an informative bulletin. It shows how 

. » and why correctly planned work 
#\ music can reduce errors and in- 
crease the work flow. It tells what 
psychologists have learned about 
the scientific requirements of 
work music—and how MUZAK 
meets these requirements. For 
a free copy, simply mail coupon 
, below. 


SOPHO EEE EEE EEE EEE EEE EEE EEE EEEEEEE HEHEHE HEEEEEEHEE HEHEHE ESTEE EEE 


What MUZAK Has Done for Other Businesses, It Can Do for Yours 


OFFICES find Muzak cuts down errors fatigue and mistakes by personnel. 
. lessens day-dreaming, bickering, HOTELS AND RESTAURANTS say a 


restlessness. 


MUZAK CORPORATION, Dept. 810 
229 Fourth Avenue, New York 3, N. Y. 


Please send me, without obligation, a free copy of “A 





° 
dining room never seems :% 4 arin : - 
il o Ds ee : Answer to Worker Tension. 
FACTORIES AND PLANTS _-——> = empty”—and waiting pe- : 
report that MUZAK reduces riods never seem long— : : ai 
turnover and absenteeism, with MUZAK in the air. ; PRO. cas «ce oie a east s POMMINE: . facs oases 
lessens boredom and _ idle 7 
report . ~ 
conversation, STORES AND SHOPS re} : COUDNOIIG 20. 4:55 5.0:0 44x 9 sein sipindle pha eee oe ate eee 
that MUZAK makes sales - y 
BANKS find that MUZAK clerks friendlier; promotes : ey ee N f \ 
benefits both customers 3 impulse buying; encourages: YPC OF DUS, ois ewis ceive oO. Of emptoyees.......... 
and employees. Provides in- MUZAK customers to linger longer, - ; 
: : : = oe 2nd TRAVEL MUZAK . Street 
viting atmosphere—reduces Reg. U. S. Pat. Off buy more. e EERE. 2 wer ee eee ee mer mee ee eee eeeeseeeeeeeeee eee ee eeeesese 
(MUZAK is transmitted automatically from MUZAK studios in principal cities. Spot installations ° 
available for remote locations and TRAVEL MUZAK for trains, planes, shi nd busses. If you >» le Sf. 
aye interested tn bh MOZAM fraueblie, Heese wile for tates trae ee ° : CACY Ee Aes voices co wgn Wee aiaw be seo Rees GORE: noe a cance 
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Complete financing for Lease-Purchase 
of a new plant is available in labor- 
surplus areas of Pennsylvania through 
combined efforts of lending institutions, 
non-profit community organizations and 
the Pennsylvania Industrial Develop- 
ment Authority. Interest as low as 2%, 
with deferred amortization, can be ap- 
plied on up to one-half of total plant cost. 


100% financing is also available in other 
areas of the State, provided by com- 
munity organizations, banks, insurance 
companies and other sources. You select 
the community you want. You specify 
plant construction details or choose one 





THE PENNSYLVANIA PLAN: 


100% financing for your new plant 


of several plant ‘‘shells’’ now being 
readied for completion. 


100% Financing ata glance... 
Industrial Plant Construction Costs— 


Subscribed by local non-profit com- 
munity sponsored builder-owner cor- 
porations. 20% 
2nd Mortgage Loan, Pennsylvania 
Industrial Development Authority. 30% 
Ist Mortgage Loan obtained from 
banks, insurance companies and simi- 
lar lending institutions. 50% 
Total financing, secured through local 
subscriptions and mortgage loans, 
without cash investment by the manu- 
facturer. 100°; 


For free copy of ** Plant Location Services” pamphlet, 
or for details on 100% financing, write or call: 


Pennsylvania Department of Commerce 
Main Capitol Building 
iu 925 State Street, Harrisburg, Pa. 
Phone: CEdar 4-2912 


Cl 
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What’s the ideal 


business gift at Christmas? 


a“ 


So 


iad 





* £ 


Z/PPO because it will give you... 


ASSURANCE that a world-famous Zippo will be well received 
INSURANCE that a Zippo will always work, 


or we'll fix it free 


INFLUENCE through the frequency of impression your trade- 
mark engraved on a Zippo will receive over a period of years 


...any wonder Zippo has been the favorite business gift 


at Christmas for years? 


For information about business gift Zippos, write Dept. M3210, Zippo Manufacturing Company, Bradford, Pa. 


in Canada: Zippo Manufactur.ng Co., Canada L'd., Niagara Falls, Ont. 
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LETTERS TO THE EDITOR 


Telephone costs 


Sir: Is it possible to obtain reprints 
of the article in your August issue 
entitled “How to trim dollars from 
your telephone bill’? I would like to 
order 100 copies if they can be ob- 
tained, and will gladly pay for them. 
It is an excellent story of how 
telephone bills can be reduced. Our 
bills are [large] and I believe we 
could stimulate some improvements 
if this article could be well circulated. 
Incidentally, I find your magazine 
most practical, and enjoy reading 
each issue. 
HERMAN W. STEINKRAUS 
PRESIDENT 
BRIDGEPORT BRASS CO. 
BRIDGEPORT, CONN. 


@ Although reprints of certain MM 
articles are available, we cannot re- 
print all of them. The article on 
telephone costs, for example, has not 
been reprinted. In many cases, read- 
ers are granted permission to make 
their own reprints of material ap- 
pearing in our pages. In requesting 
permission to reprint, please advise 
us of the purpose for which the re- 
prints are to be used, and the quan- 
tity of copies you plan to make. 
EDITOR 


MM “the best” 


Str: Enclosed is a copy of the [read- 
ership verification] form you recently 
sent us, showing the correct mailing 
information, and listing the names of 
several other executives who we are 
sure would be interested in receiving 
a copy of MANAGEMENT METHODS 
each month. 

Mr. Smith asked me to let you 
know that of all the magazines he 
receives, he considers MANAGEMENT 
Mernops the best. 

MARY C. KAIN 

SECRETARY TO PLANT MANAGER 
AMERICAN CAN CO. 
PHILADELPHIA 


Article suggestions 


Sir: Our division has been [receiv- 
ing MANAGEMENT METHops]_ since 
the origin of your magazine. I con- 


MANAGEMENT METHODS 





sider it to be one of the most useful 
management magazines being re- 
ceived. It was originally used as part 
of an office cost reduction program 
at plant operations. 

One of our problems at the present 
time is reviewing traveling expense 
control which has, as you know, 
been handled rather loosely over a 
period of years. Probably one of the 
greatest abuses is the use of enter- 
tainment and one of the most diffi- 
cult things today is to get your cost 
back in a highly competitive market. 

Another problem is one of getting 
your management policy to be as 
effective at the bottom of the or- 
ganization as it was laid out orig- 
inally by management at the top. 

Perhaps sometime you can cover 
these in your publication. 

HARRY M. KAISER 

TIRE DIVISION 

UNITED STATES RUBBER CO. 
NEW YORK 


= MM welcomes suggestions from 
its readers on article subjects that 
they would like to see covered. If 
you have a_ specific management 
problem that you feel warrants ar- 
ticle treatment, please let us hear 
about it. Also notice that a new 
feature, “Manager's Problem Solv- 
ing Clinic”, begins in this issue (see 
page 31). The format of this feature 
provides us with an excellent op- 
portunity to report solutions to prob- 
lems sent in by readers. 


EDITOR 


Likes PR articles 
Sir: I have been a faithful follower of 
your magazine’s excellent public rela- 
tions series written by Bill Ruder and 
Dave Finn. 

I am wondering if the various PR 
pieces which have appeared in your 
magazine in recent months are avail- 
able in reprint form. we keep 
just a single copy of your magazine 
and I would like to have the material 
in a separate PR file for quick refer- 
ence. 

JAMES L. HOBBINS 

ASST. ADVERTISING MANAGER 
CORRY-JAMESTOWN MFG. CORP. 
CORRY, PA. 


@ Ruder and Finn, MM is advised, 
has reprinted the entire series of ar- 
ticles and will be glad to make them 
available to anyone writing directly to 
David Finn, 130 East 59 St., New 
York 22. Another article in this series 
begins on page 99 of this issue; it will 
also be available in reprint form as 
will others by this same author sched- 
uled for future appearance in MaAn- 
AGEMENT METHODS. 

EDITOR 
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DICTATE 


ANYWHERE 


World’s only compatible* 
BATTERY-POWERED 
DICTATION PORTABLE 
Also works on Car, Office 
& Homé Current 


BOOK-SIZE 
4% lbs... Full— 
Performance... All- 
Transistor . Close- 
talking microphone guar- 
antees message privacy 


portable 





Here. for Men On-the-Go, is the world’s only 


Dictation Belts 
cost nothing 
to use 
Re-use Peirce belts end- 
lessly, or file permanently 
—message cannot distort. 


Complete, error-free 
performance 

Your voice alone wipes out 
error and inserts correc- 
tions; instant playback, full 
review at any point; end- 
of-letter marking. 


Dictation belts mail in ANY envelope. 


value to travel. 


*Compatible—Uses same 
type belt as office units 
Belts received from field 
are transcribed on standard 
office units . . . a one-step 
operation that requires no 
additional purchases. 


PEIRCE DICTATION SYSTEMS, INC. 


Send literature on the new Peirce “Portable”. 


PEITRCI , the name that dictates prog 


dictation machine that works ANYWHERE. 
Thoroughly complete! Remarkably simple! This 
rugged travel companion gets your thoughts into 
action WHEREVER YOU ARE with swift new 
convenience . . . superb voice clarity! Works from 
a carrying case, too—easy as snapping a picture. 


Inquire into this never-before opportunity to 


give right now attention to reports, correspondence, 


and ideas. DICTATE ANY WHERE—bring new 


Se ee i te i Rt id tied indiana 


5902 Northwest Highway « Chicago, Illinois 











Name 
Netwo ; 
= : . Exclusive 
Individual Microphone Stamealtn Company 
Dictation Telephone, Salesian 
re Address 
International Sales Division 
SCHEEL INTERNATIONAL, INC. 
5909 N. Lincoln, Chicago 45, Ill. City, State 
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Here’s practical low-cost | 
for your business... 








GRAPHOTYPE’ciass 350 


HIS new machine economically extends the Addressograph files right in your office. 


advantages of Addressograph Methods This new Graphotype machine will emboss 
to small businesses and individual depart- metal or plastic credit cards, identification 
ments of large companies. It’s portable, easily plates and tags, and brief message plates in 


operated. It will establish and maintain addition to standard Addressograph plates. 


SERVING SMALL BUSINESS e BIG BUSINESS e EVERY 


Sea anaes. 


- ©1967 A-M Corporation —- 
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t paperwork automation 
. for any business 








ADDRESSOGRAPH*ciass 200 


OR fast, low-cost, error-free repetitive writing It writes ... it imprints ... it lists ... it signs 

in these areas: payroll, shipping, routing, ... it dates... it addresses. 
manufacturing, billing, mailing, accounts receiv- This new Addressograph machine is ideal for small 
able, accounts payable—and many others. businesses—for departmental use in large companies. 


Call your nearby Addressograph office for complete details 


Fe ee 
=e 


ry 


BUSINESS Addressagraph-Multigraph 


So eananet: 


PRODUCTION MACHINES FOR BUSINESS RECORDS ~™ 


#Trade-Mark 
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don't 
waste 
one 
minute 











A NOTE Let Those Heavenly Carpets by Lees go to work for your 





company’s future! Here are 12 ways Lees Carpets do a fine job 
CEE [FES around-the-clock for any business: They provide quiet, safety, 
comfort, hospitality, beauty, warmth, better visitor reaction, ease 
and lower cost of maintenance, merchandise protection, better 
CARPETS work environment, employee loyalty. Be wise — put these 
down-to-earth plusses to work in your profit picture now. 


TODAY Sees Learn how Lees can work with you on the 


purchase of carpet at all price levels. Write 


CARPETS 
COMMERCIAL CARPET DIVISION - JAMES LEES & SONS CO. + BRIDGEPORT, PENNA. 
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enve 
.,, Speeds mailing, cuts costs 


Be. 


ADVANTAGES 
e Speed—capacity up to 6,000 an hour. 
Available in 1-to-4 station models. 
e Accuracy—automatic detection of 
errors before envelopes are filled. 
e Simplicity of setting—can be 
adjusted to any job in minutes, without 
special tools or skills. 
e Feeding—/friction type, handles wide 
variety of material from invoices and 
statements to checks and tabulating cards. 
e Ease of operation—all controls 
handy on one side. 
e Versatility—/andles widest range 
of envelope sizes—from 6 by 3\%4 
inches up to 12 by 6 inches; even win 
enclosures inside one another while 
inserting. 
e Compact design—with straight- 
line, self-centering feed; all moving 
parts enclosed. 
e Preferred metered postage— (/st or 
third class) is provided by an optional 
hookup with a PB postage meter. 
e Backed by Pitney-Bowes service 
from 107 branches, coast-to-coast, in 
the U.S. and Canada. 





GUL 


4 


lopes an hour 


{iS up to HOO 


The new Pitney-Bowes Mail 
Inserting Machine is big news to mailers . . . 


3 100 


does away with diverting office people from 
more productive jobs for inserting, or running 
up expensive overtime. 

and stuffs 


The “3100” gathers, nests, 


envelopes as many as four enclosures of 


various kinds... closes, seals, counts, and 
stacks envelopes at speeds up to 6,000 an hour. 
An optional postage meter machine hookup 


provides preferred metered mail postage, either 


PITNEY-BOWES 


Mail inserting Machine 


first or third class—or alternative postage. 

It equals the production of eight trained 
workers. Some users report time savings up to 
$7.00 per thousand pieces. Even with only 
the PB “3100” can show 
you appreciable savings. It speeds mailing, and 
permits better scheduled mailings, allows more 
mailing to promote your product or service. 

For det ails, call the nearest PB office 
or send coupon for free illustrated booklet 
and user case studies. 


occasional use, 


Pitney-Bowes, Inc. ' 
4553 Crosby St., Stamford, Conn. ¢ 


‘ 


Send illustrated booklet on the “‘3100” 





Mail Inserting Machine, and case studies. 





\ade by the originator of the postage meter . . . leading manufacturer of mailing Noise 
machines. 107 branch offices with service coast to coast in the U.S. and Canada. a ee 
Address 
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Security 


MEANS IN 
TODAY’S ECONOMY 


Top efficiency which is 
mandatory under pres- 
ent operating costs, is 
yours with this finest of 
all office equipment — 
plus the assurance that 
you have made an in- 
vestment which will 
stand up through the 
years of an upward 
swing. It is just good 
business to invest in 
Security today. Ask us 
to send you complete 
and conclusive details. 











ee 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 








PS’ Think Session 


“‘Here’s why we include Standard Register at Dow Chemical,” says W. F. SruMPFIG, 
MANAGER, OFFICE SERVICES, THE Dow CHEMICAL Co., MIDLAND, MICHIGAN. 


“‘IN 1956 we started a company-wide team approach to paper- 
work problems. . . and one of our first decisions was to in- 
clude Standard Register in many of our think sessions. Stand- 
ard has helped us since 1946 when we first began wire trans- 
mission of orders, so we knew the type of forward-looking 
practical guidance we would receive. Their technical know- 
how is a valuable contribution to our constant development 
of integrated data processing.” 

Yes, Standard Register’s sales representatives can be a 
great help to firms working on Paperwork Simplification proj- 
ects. Our unusual experience working with over 90% of - ref ait eget oR gen 
major United States companies, added to that of your com- Sinai tems currently being in- 
pany staff, produces a combination that keeps your paper- an aes Sy ce ee 
work efficient and up-to-date. Pa WPM your own copies of Stand- 

We invite you to make Standard Register a member of aX. =4 ard’s authoritative publi- 
your PS team. Supplement your activities with the skill and <.. cations on Paperwork Sim- 

: : ; Pees wi plification science. Write 

experience of the nation’s recognized authorities on the many today. 
aspects of paperwerk procedures. 


VALUABLE DATA FREE 


oo 


Read the complete details 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 


PACIFIC DIVISION, OAKLAND 6, CALIFORNIA Standard Register 


Sales and Service Offices in Principal Cities 


BUSINESS FORMS 
Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; and Fayetteville, Ark. i j 
* Paperwork Simplification 


ASSOCIATES: R. L. Crain Limited, Ottawa, Ontario, Canada e W.H. Smith & Son 
(Alacra) Ltd., London, England e Gemah Formas Continuas, Caracas, Venezuela 
Impresora Ariel, S. A., Havana, Cuba e Sten Dahlander, Stockholm, Sweden 
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“Excuse me a moment 


..- my pocket is paging me!” 


“Your pocket! What in the 
world do you mean?” 
Executive: “Didn’t you hear a buzz? That 
was my pocket receiver telling 
me I’m wanted. The switch- 
board operator makes it sound- 
off by putting my own call 
signal on the air.” 
Visitor: “Sounds like a great timesaver.’ 
Executive: “It is! And I like the feeling of 
being able to get away from my 
desk without missing import- 
ant calls. Excuse me...I have 
to get to a phone.” 


A PAGEMASTER® selective radio paging sys- 
tem will give you instant contact with key 
personnel throughout your entire plant. 


s-C 
7. 


ve 


Visitor: 


> 


A DIVISION OF GENERAL 


PAGEMASTER SALES 


14 





STROMBERG-CARLSON 


DYNAMICS CORPORATION 


The system includes a transmitter, which 
you can install in any convenient location; 
an encoder, about the size of a portable 
typewriter, located next to your reception- 
ist or telephone switchboard; and as many 
transistorized pocket receivers as people 
who want the service. 

When these people hear their own indi- 
vidual signals—sent out by your switch- 
board operator—they simply pick up the 
nearest telephone and report. 

You can have a PAGEMASTER system en- 
gineered to meet your particular needs... 
give you thorough, clear coverage—whether 
yours is a single or multi-building operation. 
For full details call the PAGEMASTER distrib- 
utor in your area. Or write to us at 201 Carl- 
son Road. 


GD 
® 


ROCHESTER 3, N. Y. 
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AUTHORIZED DISTRIBUTORS 


Atlanta 3, Georgia 

The Lanier Co., 151-55 NW Spring 
Baltimore 18, Maryland 

John A. Morefield, 3120 St. Paul 
Birmingham, Alabama 

The Lanier Co., 2129 7th Ave. S. 
Boston 15, Massachusetts 
DeMambro’s, 1095 Commonwealth 
Buffalo 10, New York 

Regal Electronics, 796 Clinton 
Camp Hill, Pennsylvania 

John A. Morefield Company 
Canton 9, Ohio 

George F. Ebel, 3017 NW Cleveland 
Charlotte, North Carolina 
Cmmwvith Assoc., 2934 Cmmwith 
Chattanooga, Tennessee 

The Lanier Co., 19 Patten Pkwy. 
Chicago 39, Illinois 

Boom Electric, 5226 W. Grand 
Cincinnati, Ohio 

Shaffer Music Co., 1200 Walnut St. 
Cleveland, Ohio 

J. J. Skinner Co., 25010 Lakeland 
Columbus 8, Ohio 

Shaffer Music Co., 849 N. High St. 
Dallas 31, Texas 

Carter Engineering, 6762 Greenville 
Dayton 2, Ohio 

Copp Radio Labs, 333 W. Monument 
Denver 3, Colorado 

Empire Radio & TV, 1100 Bwy. 
Detroit 7, Michigan 

C. A. Nutting, 6353 E. Jefferson 
Houston 6, Texas 

Audio Center, 1633 Westheimer 
Indianapolis, Indiana 

Shaffer Music Co., 1327 N. Capitol 
Jackson, Mississippi 

The Lanier Co., 130 S. President 
Jacksonville, Florida 

The Lanier Co., 123 W. Beaver 
Kansas City 2, Missouri 
Engineered Sound & Comm. Co. 
18 W. 63rd St. 

Knoxville, Tennessee 

The Lanier Co., 1800 Grand Ave. 
Los Angeles 17, California 
Guardian Pacific Co., 6th & Grand 
Lubbock, Texas 

Commercial Music Service 

503 G. Plains Life Bidg. 
Memphis, Tennessee 

Bluff City Dist. Co., 234 East St. 
Miami, Florida 

The Lanier Co., 300 NW 12th Ave. 
Milwaukee 4, Wisconsin 
United Organ Co., 640 W. Va. St. 
Minneapolis 3, Minnesota 
Stark Radio Supply, 71 S. 12th St. 
Nashville, Tennessee 

The Lanier Co., 212 6th Ave. S. 
Nassau, New York 

Hudson Associates 

New Orleans 20, Louisiana 

E. Emile Rackle, 3855 Airline Hwy. 
New York 11, New York 

Gross Distributors, 216 W. 14th St. 
Oklahoma City, Oklahoma 
2-Way Radio, 921 NW 4th 
Philadelphia 21, Pennsylvania 
J. H. Sparks, Inc., 1618 N. Broad 
Portland, Maine 

H. D. Burrage & Co., 92 Exchange 
Portland 5, Oregon 

Home Makers Supply, 824 SW 18th 
Richmond 6, California 
Watson Communication Systems 
10533 San Pablo Ave. 

Rochester, New York 
Rochester Radio Supply, 600 E. Main 
Salt Lake City 2, Utah 
Standard Supply, 225 E. 6th S. 
P.O. Box 1047 

Seattle, Washington 

Home Makers Supply 

312 Maritime Building 

Spokane 1, Washington 

NW Electronics, N. 102 Monroe St. 
St. Louis 13, Missouri 

Tesco Telephone Electronic Sound 
2612 N. Kings Highway 

Syracuse 3, New York 

W. G. Brown Sound Equip. 
521-527 E. Washington St. 
Tampa, Florida . 

The Lanier Co., 4025 Henderson 
Turtle Creek, Pennsylvania 
Hahn Radio, 700 Penn Ave. 

Waco, Texas 

Waco Communications, 1213 Clay 
Washington 5, D. C. 

Tempo Electronics, 1341 L St., NW 
EXPORT: Ad. Auriema, Inc. 

85 Broad, New York 4 

CANADA: 

Hackbusch Electronics 

23 Primrose Ave., Toronto, Ont. 
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RECENT COURT CASES 





By Benjamin Newman 


Tax Attorney, Koenig and Bachner, New York. 


THE QUESTION 


Does the Statute of Limitations apply to the tax return of a 
taxpayer who has misled his accountant by co-mingling busi- 


ness and personal funds? 


fie Facrs—Taxpayer and his wife 
owned a taxicab company, a school 
bus business and a limousine and 
auto rental business. Receipts from 
the various businesses were kept 
in a daily receipts book by an em- 
ployee. Taxpayer deposited some 
cash payments in his own personal 
bank account. Many expenses of 
the various businesses were paid 
from this account. Taxpayer's ac- 
countant, believing that this was 
taxpayers personal account, cred- 
ited taxpayer for these expenses 
paid, which he thought were paid 
from personal funds. The account- 
ant had no way of knowing that 
all business receipts were not 
properly recorded, since he was 
never employed to make an audit. 
Taxpayer did not report these cash 
receipts as income during the years 


deficiencies assessed, taxpayer 
pleaded the Statute of Limitations, 
contending that the Commissioner 
of Internal Revenue was barred 
from asserting deficiencies. The 
Commissioner contended that tax- 
payers’s acts constituted fraud and 
that accordingly the Statute of 
Limitations did not apply. 


Pur Rutinc—Taxpayer’s acts were 
deliberate attempts to divert sub- 
stantial amounts of company in- 
come to intentionally mislead the 
accountant, ruled the Tax Court. 
Taypayer intended to conceal com- 
pany income, the Court declared, 
and accordingly acted with fraud- 
ulent intent. Assessment of defi- 
ciencies, therefore, was not barred 
by the Statute of Limitations. (Rob- 
ert L. Bender, et al vs. Commis- 





1942 to 1948. Years later, when _ sioner of Internal Revenue, U. S. 
these facts were uncovered and Tax Court, decided June 28, 1957.) 
THE QUESTION 


Is the rent of a corporation deductible where it is paid 


to its sole stockholder landlord? 


fire Facrs—Taxpayer corporation 
A was engaged in the sale of auto 
parts. Taxpayer corporation B was 
engaged in the sale of waste paper. 
Both corporations were owned by 
a husband and wife. Before the 
organization of corporation B, Cor- 
poration A leased buildings owned 
by the husband and wife. After its 
incorporation B sublet a portion of 
A’s premises. In 1951, 1952 and 
1953 both corporations deducted 
the rent paid by them. The Com- 
missioner of Internal Revenue dis- 


OCTOBER 1957 


allowed the rent deductions, claim- 
ing they were unreasonable, that 
the corporations were related by 
common stockholders, that the 
transaction between corporations 
and stockholder was not at “arms 
length.” 


lure Rutesc—At the trial, taxpayers 
introduced expert testimony show- 
ing that comparable properties 
were returning comparable rentals. 
Expert appraisers testified as to the 
expected return of property so 
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speed understanding 


They can help you say it better, 
easier, and with greater impact. 











Portable Whiteboard Easels, Giant Roll- 
Around Easels, Heavy Duty Chart Easels, 
High-Low Easels, Portable Aluminum Lecterns, 
Folding Flannel Boards & Magnetic Chalk 
Boards, Giant Paper Pads, Wall Easels 
and many other visual aids— 


Designed by oral-visual specialists 
and produced by the world’s largest 
manufacturer of  all-aluminum 
equipment for group communication. 


Write for free 24 page catalog. 
ORAVISUAL COMPANY, Inc. 


FACTORY, BOX 609 A-ST. PETERSBURG 2, FLA. 
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One Silver Dollar 
may save many! 


Test your postal scale with a U.S. silver 
dollar—mint-weight 15/16 ounce. If your scale 
shows markedly less than an ounce, many of 
your letters probably arrive “‘Postage Due’”’, 
an annoyance to the recipients. If the dollar 
weighs an even ounce or more, you are wasting 
postage, using 6c on 3c letters in many cases! 

The new Pitney-Bowes ‘*4900°’ designed 
for the small office, registers weights from % 
oz. to 1 lb. with dependable accuracy. With its 
cylindrical computer, you can quickly find the 
exact postage needed for Ist-3rd class mail... 
save time, postage, good will! 

Five other PB models available, including 
a parcel post scale weighing up to 70 Ibs. Ask 
the nearest PB office for a “Silver Dollar” test 





PB) PITNEY- BOWES 


Mailing Scales 


Made by the originator of the postage meter 
... offices in 107 cities in U.S. and Canada. 


...or write for free illustrated booklet. 


Free: Send for a 
handy desk or wall 
chart of Postal 

Rates, with parcel 
post map and zone 


finder. 








PITNEY-Bowes INC. 
4592A Walnut St. 
Stamford, Conn. 


Please send free booklet J 
postal rate chart 


Name 


Address ee te 
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valued. The Commissioner did not 
introduce evidence as to the rea- 
sonable rental values of the proper- 
ties. 

Accordingly, concluded the Tax 
Court, the rental deductions of 
both corporations must be allowed. 
Their reasonableness was sus- 
tained. The fact that the stock of 
both corporations was owned by 
the identical stockholders was not 
a determinative fact. (Ross Auto 
Parts, Inc., etc. vs. Commissioner, 
U. S. Tax Court, decided June 28, 
1957.) 





THE QUESTION 


Are the traveling expenses 
incurred in connection with 
the performance of official 
duties as an uncompensated 
officer of a tax-exempt organ- 
ization deductible as a charit- 
able contribution? 


Tue Facts—In this instance a Rev- 
enue Ruling of 1955 is under con- 
sideration. The Revenue Ruling 
stated that expenses incurred in 
connection with the performance 
of official duties for a charitable 
organization were not deductible. 
The expenses in this case were 
incurred by officers of a war vet- 
erans organization (exempt under 
Section 501 of the Internal Revenue 
Code) and deducted under the 
provisions of Section 170 of the 
code. Subsection 170 provides that 
the term “charitable contribution” 
means a gift to or for the use of a 
post or organization of war vet- 
erans. The question for considera- 
tion is, are travel expenses, so in- 
curred, charitable contributions? 


THe Ruxtisc—Upon _reconsidera- 
tion of the ruling, it was held that 
traveling expenses incurred while 
performing official duties as an un- 
compensated officer of an organiza- 
tion exempt from Federal income 
tax under Section 501 of the Code 
are deductible as charitable contri- 
butions within the meaning and in- 
tent of Section 170. (Revenue Rul- 
ing 55-151 July, 1957.) 
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Ever wish you could cut Coffee-Break time? 


FREE BOOKLET TELLS HOW TO CUT LOST TIME 





AND SUPPLY A COFFEE-BREAK THAT EMPLOYEES WILL LOVE! 





OASIS Beverage Center. Hot ’n Cold 
(left) plus attractively color matched 
4-shelf Beverage Locker (right). Holds 
hundreds of assorted instant bever- 
age envelopes, cups and spoons. 
Locks for safekeeping. 





Want to boost office and plant production, efficiency, 
and morale? Then be sure to get the new booklet 
titled “How to cut coffee-break time in half.” It 
explains how production-wise executives are solv- 
ing the coffee-break problem with the revolution- 
ary, new OASIS Hot’n Cold Water Cooler that 
supplies piping hot water for instant beverages in 
addition to delightfully cool drinking water. 

Cuts Coffee-Break time 50%. Put the Hot ’n Cold 
and its companion Beverage Locker as close to 
work areas as you wish. Together, they make an 
attractive beverage center. Employees can prepare 
their favorite “instant” coffee, chocolate, or broth 


on the spot in seconds. NO MUSS...NO FUSS 


OASIS 
HOT’N COLD 
Water Coolers 


Made in pressure and bottle models 
So/d everywhere... Rented in many areas 


@ &. 
THE EBCO MANUFACTURING CO 


DISTRIBUTED IN CANADA BY G. H. WOOD & COMPANY, LTD. 


..»NO GOING OR SENDING OUT FOR COF-: 
FEE. It actually cuts coffee-break time 50% and 
more. Employees love it, and it gives you control 
of the coffee-break. 

FREE BEVERAGE OFFER. From Sept. 15 to Nov. 30, 
every buyer of a new OASIS Hot’n Cold will get 
a money-saving BEVERAGE BONUS: 100 pack- 
aged beverages (individual service envelopes of 
instant coffee, chocolate, beef broth and chicken 
broth, plus Pream and sugar), 100 cups, 100 
spoons, so ACT NOW! Send for your free beverage 
certificate which entitles you to the free beverages, 
and the new, informative booklet: “How to cut 
coffee-break time in half.” 


THE EBCO MANUFACTURING COMPANY 
Dept. I|-F, Columbus 13, Ohio 


r 

| 

| 

| 

| Rush my free copy ‘How to cut coffee-break time in 
| half!’ PLUS my free beverage certificate to 
| 

| 

| 

| 

| 
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Paden tlopo water? 


... enables even small and medium- 
size businesses to make their account- 
ing automatic. Whatever is typed on a 
Flexowriter—an invoice, for example—is 
also reproduced on by-product punched 
tape. Tape can then be processed by 
other common language Tape-Talk ma- 
chines at nearest IDP center. Flexowriter 
tape can also be used to actuate address 
plate embossing machines, tabulating 
card punches, computers, and the same 
or other Flexowriters. 
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iden tape-talk can systemize 
the work pattern in any ollice 


Whatever your office work pattern involves — 
time cards, invoices, sales orders, inventory con- 
trol, repetitive accounting steps—these Friden 
Integrated Data Processing machines can handle 
the job far more efficiently, a less costly way! 








human errors in recopying is eliminated. 

With one or more Friden Tape-Talk machines 
your oflice can realize immediate benefits from 
an automated system. For every pressing paper- 
work problem, Friden has a Tape-Talk answer. 


The means is punched tape... carrying data Each machine quickly pays for itself. ‘ 
translated into a common code language from Here is a new kind of automatic office world \ 


one automatic Friden machine to another... to 


you can’t afford not to learn more about. Call 
another and another. 


your nearby Friden agency or write FRIDEN 


By tape these new machines streamline office CALCULATING MACHINE Co., INc., San Leandro, 


procedures. They originate, interpret, and pro- 
cess on tape both numerals and words. Chance of 


has 10-key patented keyboard, Visible 
Check window for accuracy. Models 
available with or without automatic 
step-over of multiplicand. Specialized 
adaptations of the Friden Adding Ma- 


chine actuate or are actuated by IDP 
machines. 








California... sales, instruction, service through- 
out U.S. and the world. 


Lydon aitomotie, 
inate 


is the essential programmer in many 
IDP systems. Operating: alone or in 
combination with other automatic ma- 
chines, this famed Calculator performs 
more steps in figure-work without opera- 
tor decisions than any other calculating 
machine ever developed. 


© Friden Calculating Machine Co., Inc, 
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 Pidow Compaty per? 


is an IDP machine combining auto- 
matic writing and automatic calculating. 
Equipped with automatic tape punch 
and reader, it interprets and records 
both alphabetical and numerical data. 
Produces tape enabling other machines 
to transfer data to punched cards or 
accounting records; or data may be 
sent by wire to other offices. The Friden 
Computyper is widely used to system- 
ize billing, inventory, cost analysis, sales 
distribution, statistics, other typing- 
computing operations. ; 
















Ppidew Add-"PRuueb® 


is the 10-key adding and listing machine 
with tape punch mechanism. A key IDP 
unit, the Add-Punch ‘‘writes’’ punched 
tape while printing on adding machine 
tape. The punched tape can be inter- 
preted by other similarly-equipped ma- 
chines. Typical Add-Punch functions 
include recording of retail sales, sales 
audit, production and inventory control, 
and coding statistical data. 


From the Friden fully automatic Calculator, famed Thinking Machine 
of American Business...to the unique Natural Way Adding Machine... 
to IDP systems units that streamline procedures with automatic Tape-Talk— 
chapter by chapter the FRIDEN STREET STORY presents challenging new 
opportunities for cost-savings in every office! 


} riden “ti ie 
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USINESS FORMS 
ITHOUT CARBONS 


no carbon / required 
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NCR PAPER DOES IT!...produces cleaner, clearer copies 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of invoices, 
premium notices, stock requisitions— 
any one of hundreds of applications 
where clean, clear copies are needed. 
Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ballpoint pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms and insert them 
in a business machine or typewriter. 
Finished copies are always neat and 
clean, easy to read. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 
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we 


Have your forms printed on NCR Paper 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time? 


* TRADE MARK REG. U.S. PAT. OFF, 


* 
NCR PAPER AND SUPPLIES 
ACCOUNTING MACHINES 

ADDING MACHINES + CASH REGISTERS 
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Fred Cole, President, Cole of California, as photographed by Mead-Maddick 


Fred Cole shows beautiful figures with telegrams 


‘“‘Reorders are the profitable part of our business,” says Fred WESTERN UNION 
TELEGRAM 


Cole, President of Cole of California, ‘tand they could not exist without 


Western Union! Here’s why: swimsuit sales are as sensitive as a barometer 


to changes in weather. Last summer, for instance, a hot spell in Cleveland 
brought a run on suits. Store buyers there reordered 101 dozen by wire; ON ANY OCCASION .. | 
we acknowledged by return wire, giving shipping times as well. You just o 
can’t beat the telegram for getting business done fast—and in writing!” i 
Tee B leaked IT'S WISE TO WIRE?! 
More than a million times a day, business finds it wise to _———_—_—__— 
wire. Telegrams quote prices, confirm orders, route shipments. Speed plus 


the written record make the telegram essential to business. 





AN MI MI survey OF COMPANY PRACTICE 


What about Christmas gifts for 


Most companies give Yuletide presents to their cus- 
tomers. Yet more than 80% of the firms in this survey 
say they would like to see the practice curtailed or 


More than half of 
America’s business firms make it 
a practice to give Christmas gifts 
to their customers. Yet an over- 








eliminated completely. 


whelming majority of company 
presidents believe that the practice 
has gone too far. 

A sampling of company pres- 


WHAT THEY SAID 


1. Does your firm send Christmas gifts to cus- 
tomers? 


yes 


2. Which customers are included on your list? 
all customers 
we 
40 
those who have done business during the year 
over a specified volume 


those whose business placed with us has fallen 
below previous levels 


sales manager (or other executive) makes up 
list each year 


special customers 


3. How much do you normally spend per 

under $5 

40% 
$5 to $10 

45% 
$10 to $25 

10% 
$25 to $50 

5% 


4. How many customers do you send gifts to each 
year? 
10 to 50 


50 to 100 


over 100 


22 





5. What is your biggest single reason for sending 
gifts to customers? 


to mark the spirit of the season 26 


because it makes for good customer relations 


because we have found that it is reflected in 
increased business 

13% 
because it is traditional, and our competitors 
continue to do it 


30% 


6. If you do not send out gifts, have you done so 
in the past? 


50% 
50% 
7. What was your biggest single reason for dis- 


continuing this policy? 


too expensive 

too much time spent in working up lists 
proved not worth the effort 

created resentment and friction 
customers asked us to discontinue 


couldn’t keep up with competition 


8. Should presentation of Christmas gifts 
supplier to customer be 


continued 
curtailed 


eliminated 
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so omomengnngenennern on 


customers? | 


idents, in a regular MANAGEMENT 
MetHops monthly survey,. reveals 
that 53% of business firms do send 
holiday gifts; but 55% of these 
responding to the survey indicate 
that they feel the custom should 
he eliminated and an additional 
26% say they'd like to see it cur- 
tailed. Only 19% of the respondents 
disclosed an opinion that Christ- 
mas giving by firms is a practice 
that rates continuation. 

Among the 47% who do not make 
it a practice today to give presents 
at Christmas time, there is equal 
division in reference to earlier 
practices, with exactly half indicat- 
ing that at one time they did send 
out gifts to their customers. 

Of this group, 40% gave it up 
because they felt that the results 
were not worth the effort. Some 
21% said it had created resentment 
and friction, 13% more disclosed 
that the practice had proved too 
expensive and another 13% stated 
it had consumed too much time 
and_ effort. 

In more than one case, a com- 
pany executive told MM that his 
customers had requested him to 
discontinue, while other respond- 
ents said that they had found it 
impossible to keep up with com- 
petitors and thus gave up _alto- 
gether. 







Model 518G—18”" scrubbing width 






























spread solution, scrub, 
rinse, pick-up and dry 
floors in a single auto- || 
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those who do send Christmas 2,000 8 hours 3 hours 
presents. Almost half of those who 10,000 40 hours | 15% hours 
cited this as their reason for sub- Compare the savings in time 50,000 200 hours | 77% hours 
scribing to the custom also noted <4 pa piles en 120,000 480 hours 182 hours 
that they felt the practice marked scrubber end vecuum eogolnst 300,000, | 1200 hours 467 hours 
the spirit of the season. This in- 1 man with a Lincoln Auto- 1,000,000 | 4000 hours | 1550 hours 




















, s Scrubber! 
dicates, of course, that the two i si 


factors are closely related in the ® 
minds ef many executives. A sub- WRITE FOR LITERATURE AND MERICAN 
stantial group, however, noted that FREE DEMONSTRATION FLOOR MACHINE CO. 
they send gifts because it is the ESTABLISH 19 
traditional thing to do and repre- Se 

' 572-A SO. ST. CLAIR ST. TOLEDO 3, OHIO 
sents a practice followed by their 
competitors. Only a few presidents PERFORMANCE PROVED MAINTENANCE MACHINES @ SALES AND SERVICE IN PRINCIPAL CITIES 
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“Westinghouse saves us over $100 a year on 
every employee by cutting coffee-break time!” 





—Sportshire Ltd., New York 


“‘We’ve finally found the answer to the coffee-break—and our 
employees are all for it! The Westinghouse Hot and Cold Water 
Cooler is so convenient that everybody can now enjoy coffee- 
breaks right on the job! No more going out for coffee. And when 
buyers drop by, it’s ideal for talking business over a hot cup of coffee. 


“It’s saving the company a lot of money, too... over $100 on 
every one of our employees in working time annually! They like 
having their own refreshment center so handy... and the West- 
inghouse Hot and Cold saves them about 4 cents on every cup 
of coffee, tea, cocoa or soup they drink. Besides that, it’s two water 
coolers in one—serves plenty of cold drinking water, too.” 


at 0 ey ae 


President, Sportshire Ltd. 
Control the coffee-break in your company. 
To see how convenient the new individual 
beverage packets are—mail coupon below for 
FREE “STARTER PAKS” of famous brand 
instant beverages. 


YOU CAN BE 


sunz..rns Westinghouse 


Westinghouse, R.S. Division, Springfield, Mass. 


Gentlemen: Please send me FREE HOT and COLD 
“STARTER PAKS” of instant coffee, cocoa, soup. Also com 
plete information on new Westinghouse HOT and COLD 





Company. 





Address. 





City. Zone State 
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frankly acknowledged that they 
found such giving paid off in terms 
of increased business. 

Methods of drawing up the 
annual list of recipients seem to 
vary widely. In most cases, it 
appears, presents are automatically 
forwarded to those customers who 
have placed a specified volume of 
business, but some firms apparently 
take the opposite tack and send 
gifts to jack up those customers 
whose orders have fallen off. In 
many cases it is the practice to 
turn the job of gift-list preparation 
over to the sales manager or other 
executive, who exercises his own 
subjective judgment. Only a small 
number of firms send a gift to 
every customer on their books. 

The average company spends 
less than $10 per gift and includes 
between 50 and 100 customers on 
its list. One middle western build- 
ing materials organization reported 
that it sends some 1,800 to 2,000 
presents each Christmas, at a 
cost of about $3.50 per gift. 

Some companies, in recent years, 
have begun to make monetary 
donations to various worthy causes 
during the holiday season, in lieu 
of sending gifts to customers. 
Typical is this statement from a 
Pennsylvania highway common 
carrier: 

“Prior to 1956 we gave Christ- 
mas presents to many of our cus- 
tomers and acquaintances. Each 
year the list grew so that by 1956 
we were spending a great deal of 
time in taking care of them, not 
to mention the greater strain of 
‘Whom did we forget?’ 

“Beginning last year we initiated 
a scholarship award program for 
all high school seniors in all the 
towns we serve, and the first 
awards were made this summer. 
Results are most gratifying.” 


A new trend? 


Another example of what may 
become a trend in this direction 
is the recently adopted practice of 
a New York advertising agency. 
This firm makes a contribution to 
UNCEF, the United Nations Chil- 
dren’s Fund, each year, and notifies 
each individual on its former gift 
list that a contribution has been 
made in his name. 

About 25% of the respondent 
firms indicated that they do not 
permit employes to receive Christ- 
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IDEAS YOU 
CAN ACT ON 
... RIGHT NOW! 


You get practical solutions to day-to-day administrative 













Lawrence’ Appley, President, 





problems . . . ideas you can act on, right now—to im- American Management Associa- 
prove a method, cut a cost, increase a profit . . . in lg to be a professional 






Management Methods! 











FOR EXAMPLE? Zhumb through any issue. In the last three, you'll 
find articles that cover practically every area of your executive 
responsibilities. Here’s just a sample: 







How to help your retailers fight the money squeeze 






How fo get the most from your business insurance 












How fo build your business on the phone 
Whom to pick when you delegate 






How to get your own company meeting house 






How to attract more business to your community 


Lsnsnv 






How closed circuit TV speeds production 





How fo sell from the top down 






When to buy or rent office equipment 






How to get more manhours with intercom 







How fo squeeze new profits from microfilm 














How to sell your product by direct mail Fred F. Alford, President, Alford 
, . Refrigerated Warehouses— 
They’re all practical features . . . typical of the useful informa- ring a pede a ps 
tion that’s attracting top management attention—and readership— benefits 
for every issue of Management Methods. e 





WHEN TOP MANAGEMENT ACTS 


. everyone else all down the line from department heads to 
office manager to purchasing agent, goes into action. 








And M/M sparks management action in companies that do 
the major share of all business in the U.S. today. It works as 
an administrative “idea book” for more than 50,000 top 
management men. . . concentrated in 4 out of every 5 
companies employing more than 100 people! 














That’s why more and more advertisers are finding they can 
buy more sales action for their business advertising dollars in 
Management Methods. Ask an M/M representative for the 


facts. 
Douglas A. Russell, General 


MANAG EMENT Manager, Daniel, Mann, John- 


the “how te” magazine son & Mendenhali—How to | 
METHODS for administrative management. pack pleasure and profits into a | 
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COTTON fits perfectly 
into clothing maker’s plan 





*Fairfax Towels used by Eagle 
Clothes are supplied by Office Towel 
Division, Consolidated Laundries 
Corp., 321 East 94th St., N.Y. 


When Eagle Clothes drew up plans for its new three-story Brooklyn build- 
ing, the company decided that it would be the very last word in men’s 
clothing plants. It not only is one of the largest, most modern of its kind 
in the world, with respect to layout and equipment, but it also offers the 
most modern facilities for Eagle’s 1,200 employees—for example, an ex- 
tremely well-equipped cafeteria, and a number of spotless washrooms. And 
in those washrooms, cotton toweling. 

Modern plant and building management just naturally calls for cotton. 
Cotton towels mean neater washrooms, with less maintenance time and cost, 
and reduced fire hazard. And, of course, the time and convenience of em- 
ployees are valuable assets to any company. 

When you put cotton towels or toweling in your plant, office building or 
institution, you’re taking a leaf out of better management’s book. For more 
information on how cotton towel service will help you, write Fairfax, 
Dept. G-10, 65 Worth Street, New York 13, N.Y. 


Here’s How Linen Supply Works... 


You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery, automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or de- 
creased on short notice. Just look up LINEN SUPPLY 
or TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 


ot Po 
< ", 
4, 


4 





tax: Lowel: 

@ 
fairtax-lowels ‘&. 
WELLINGTON SEARS COMPANY, 65 WORTH STREET, NEW YORK 13, N.Y. ccmurcrnneco 
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mas gifts from suppliers; in almost 
every case those with such policies 
do not give Christmas gifts them- 
selves. Among the firms which do 
permit staff members to receive 
holiday presents, comments _ in- 
dicate that they do not like the 
idea but accept the inevitable, 
since they have no effective method 
of enforcement. 

Even among those who do not 
permit the receipt of gifts there 
is fairly general admission that it 
is necessary to close one’s eyes to 
violations of it, although all firms 
in this category reported that they 
have made all of their suppliers 
fully aware of their wishes in this 
respect. 


eoweseeses PPrITiT titi : 


A review of 
current surveys 





CROReeeeeeeeeeeneeeeaeneeedereeeesoeaeoee Oenereneeceaanenes 


Double employment poses problem 


“Moonlighting”, or double em- 
ployment, is on the rise. 

How does management feel 
about the problem? The National 
Industrial Conference Board re- 
cently questioned 25 representative 
companies about the new situation. 
Fifteen described its effects as “not 
serious’; five said it was a “minor 
headache”; the remaining five felt 
that it represented a “fairly serious” 
problem. 

One firm said that to the best 
of its knowledge it had no moon- 
lighters. At the other extreme, three 
executives estimated 25% of their 
production workers had second 
jobs, two firms reported 20% and 
two others 10%. One said that 50% 
of its highly skilled workers had 
double employment. 

Among employees working a 40- 
hour week, moonlighting was put 
at 8%; among those working less 
than a 40-hour week the estimate 
climbed to 14%. 

While most companies frown on 
moonlighting or attempt to forbid 
it entirely, they do not always 
know if and where it exists. Some 
firms are inclined to tolerate or 
ignore the practice as long as it 
does not get out of hand, and a 
few companies expressed a willing- 
ness to hire men even when it was 
known they were employed else- 
where. m/m 
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Now BIG Business Bookkeeping at a SMALL Business Price! 


With its stunning new President model, Monroe introduces more than a new accounting machine... 


Monroe establishes an entirely new ratio between what you pay and what you get in machine 
accounting. Now, for the first time, any business can enjoy all the benefits of big business 
bookkeeping at a price actually hundreds of dollars less than before! And job changing flexibility is 
built right into every model in the President line. With the flick of a knob accounts receivable, 
payroll, cost control, accounts payable... all become mechanized operations. Look at the 

price tag on this machine. Then put your own price tag on what machine 

accounting can do for you. Speed receivables by getting statements P ait 

out faster. Build prestige with neat looking records. Put credit data at 3s =) 
your fingertips. Control your 


/ 
work so it flows easily and See the MAN from MON R E 


always accurately. Write or 


: for CALCULATING 
telephone Monroe Calculating Machine Company, Ine. “Ss ADDING 
ACCOUNTING 


Genera! offices: Orange, N. J. Offices throughout the world. DATA PROCESSING MACHINES 
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What would your 


And just how could 
a Kodak Verifax 
help us, Miss Joneg ? 





101 BIG PRIZES 


FOR SECRETARIES ~- PLUS 101 PRIZES FOR BOSSES 
FIRST PRIZE for secretaries— 













Copier 


ag SX 





Join the cheering section—get your secretary to enter 
Kodak’s easy “Tell the boss” contest. If she wins one of 
the 101 prizes, you win, too—a handsome Brownie Star- 
flex Outfit. All she has to do is answer the question 
above. Nothing to buy. Nothing to try—unless you insist. 


2-week, all-expense vacation for two in 
Hollywood, Miami Beach, or New York 


HOLLYWOOD — You'll stay at the 
swank Beverly Hilton for two 
whole weeks . . . be spoiled by " 
sparkling pool, superb service. Full —#,°. Y 
VIP treatment awaits you at movie 
studios. You'll see “hits of 
tomorrow” filmed . . . lunch in 
commissary with stars. You’ll meet 
Ozzie and Harriet of the Kodak a 
TV show. Visit Disneyland, Malibu 
Beach, Romanoff’s, Coconut Grove 
—wherever your pleasure calls. 


MIAMI BEACH — Your home anny 
from home for two whole weeks wi 
be the fabulous Poataneee 
You'll soak up the sun. Swim in we 
or pool. Laze neath the palms ori 
private cabana. Enjoy superb = 
tops in entertainment. Sight-see y 
car to Seminole Indian Village, 
by boat around Biscayne Bey. 
Anywhere you please! 
















NEW YORK — Your address during 
two-week stay will be one of the 
proudest in the world—The 
Waldorf-Astoria. But you'll be 
everywhere: Touring Radio City; 
dining at ‘‘21’’; seeing My Fair 
Lady”; visiting the UN; gazing oe 
down from the Empire State _— - 3 
ing; being 6 pp ae on veda - 
msored Ed Sullivan ; 
i THE 100 RUNNERS-UP GET 





Each winner’s boss 
gets a Brownie 
Starflex Outfit 


Kodak Pony 
OR Color Slide 
Outfit 


Choice of a 
Brownie 300 
Movie Outfit 








SIDE from the fact that 

the prizes are plentiful 

and well worth shooting for, 

you and your secretary will 

find this contest educational. 
Even revelational! 

For what boss wouldn’t like 
to learn how he can skip hours 
of paper work? And what sec- 
retary wouldn’t be happier 
with far less typing? 

All of this is possible—as 
thousands of offices have dis- 
covered—when you have a 
Kodak Verifax Copier, which 
gives you 5 copies of any- 
thing in 1 minute for just 
214¢ each. 

This completely different 
copier, for example, lets you 
answer half your mail with- 


out dictation and typing 
—do away with those repeti- 
tive “I quote the customer” 
memos. How? Just use the 
“Verifax pencil trick.’”” When 
a letter asks questions, jot the 
answers in the margin and 
mail a Verifax copy as your 
reply. When a report refers to 
several departments, jot 
again: “‘Tom: see this (para- 
graph)’’; ‘Dick: check this’; 
“Harry: note this.”” A min- 
ute later your secretary will 
have Verifax copies on their 
way. 

101 Short cuts 
You’ll save ten minutes 
here, ten minutes there all 
day long. And your secretary 
will do even better with this 


NOTHING TO BUY...SIMPLE RULES 


1. You must be employed as a 
secretary, stenographer, or typ- 
ist in the United States, or in its 
territories or possessions. “Girl 
Fridays’”’ in ‘‘one-man”’ offices 
are eligible. 

2. Just answer the boss in your 
own words, 20 words or less. 


Verifax Copying need not be 
mentioned. 


3. Send in as manyentries as you 
wish. Write plainly or print each 
entry on an official entry blank, 
such as the attached coupon or 
blanks obtained at Kodak Veri- 
fax dealers. (Check ‘‘yellow 
pages” under “photocopying 
equipment”’ or similar ‘‘photo”’ 
heading for address of nearest 
dealer.) All entries must be 
postmarked no later than De- 
cember 1, 1957 and received no 


later than December 10, 1957. 


4. Entries will be judged on 
originality, humor, and aptness 
of thought by the Reuben H. 
Donnelley Corp. Duplicate 
prizes in case of ties. Judges’ 
decision final. Entries, contents, 
and ideas therein become the 
property of Eastman Kodak 
Company for any and all pur- 
poses. No entries returned. All 
entries must be the original 
work of contestants and must be 
submitted in their own names. 
Employees of Eastman Kodak 
Company, its direct dealers, 
and its advertising agencies 
are ineligible. 


5. This contest is subject to all 
federal, state and local regula 
tions. Contest winners will be 
notified by mail. A complete list 
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completely different copier 
that ends retyping, proof- 
reading and mistakes. 


She’ll never have to type 
copies of incoming reports, 
quotation forms, magazine 
articles—what have you? 
“All day” retyping jobs can 
be done in 20 minutes. And 
when you order three carbons 
—but find you need five—no 
harm done! 


Completely different 


Does more. A Kodak Veri- 
fax Copier makes 5 copies in 
1 minute on standard weight 
paper, card stock, office forms. 
Alsomakes‘‘masters’’ forusein 
whiteprintand offset machines 
in 1 minute. Snap to operate, 
no change in room lighting. 

Costs less. You can get one 
of these Verifax Copiers—the 
Signet model—for $148. Actu- 
ally less than the cost of an 


of winners will be mailed ap- 
proximately eight weeks after 
close of contest to any person 
who requests it and sends a 
stamped, self-addressed enve- 
lope to Eastman Kodak Com- 
pany, Box114, Mt.Vernon, N.Y. 


6. 100 runner-up prizes. Each 
runner-up winner can choose 
either of these prizes: 


1) Kodak Pony Color Slide 
Outfit, which includes the capa- 
ble Kodak Pony Camera to 
make your slides . . . and the 
efficient Kodak 300 Projector 
with Readymatic Changer to 
show them. 


2) Brownie 300 Movie Out- 
At, which includes the Brownie 
Movie Camera with f/2.3 lens 
and the Brownie 300 Movie 
Projector with built-in preview 
screen. 
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Answer him in 
20 words or less 








— ON 
= | gong 











secretary say? 


office typewriter! Even “‘one- | 
man”’ offices report saving its VERIFAX 
cost the first month. 

Misses nothing. Your SIGNET 


Verifax copies are photo-exact 
from top to bottom. All types COPIER... only 












of writing or printing—even 
purple duplicator inks—are 
copied as readily as typed 
data. And your Verifax copies 
will last as long as originals. 
Get your secretary to ° 
mail coupon today. No 
doubt she’ll have two or three 
good answers after reading 
these pages. No limit on en- 
tries. She can pick up extra 
entry blanks and a copy of 
Don Herold’s amusing book- 
let on 101 Verifax short cuts 
at nearest Verifax dealer. (See 
“yellow pages” under “‘photo- 
copying equipment.”) Good 
luck to you both! 








Price shown is manufacturer’s sug- ~ a 
gested price and subject to change 


without notice. Ne j 


MAIL COUPON TODAY. Get extra blanks from your Verifax dealer. Contest closes Dec. 1, 1957. 


\ f 
Ca 
EASTMAN KODAK COMPANY, Box 115, Mt. Vernon 10, N. Y. 197-10 G ron, , 
Gentlemen: I’d tell my boss: ~ 














(answer in 20 words or less) ‘ \ 






Name ee 


I’m employed by = 
(Name of Company) 


Company’s address _ Perms Par ms eS 
(street) (city) 


Boss’s name _ 







Please check: Does your office have a copying machine? Yes 0 No 


If so, what kind? 
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“INDUSTRY SUCCEEDS IN 


NORTH CAROLINA 


RECORD OF SUCCESS CONVINCES 
YALE & TOWNE 


For the site of its seventeenth plant, Yale & Towne 
checked every state, town by town. North Carolina 
scored on every point: 





Nearness to markets... modern transportation by 
land, sea, and air .. . intelligent personnel 
climate for low-cost production and year-round 
outdoor living . . . cooperative government and 
communities. 


A year after choosing a North Carolina site, Yale & 
Towne officials are high in its praise: “In North 
Carolina, we found the kind of place and the kind of 
people that make for success,” says Yale & Towne 
Vice President Leo J. Pantas, General Manager of the 
Yale Lock and Hardware Division, which now has a 
new plant at Monroe, N. C. “We know people help 
industry to succeed. Monroe folks gave us a warm 
welcome. They think straight, talk straight. To them 
a job is an opportunity.” 






















Monroe is just one of scores of North Carolina towns 
where industry thrives among green fields and friendly 
people. North Carolina development engineers will 
help custom-plan your expansion site. Write or wire 
Wm. P. Saunders, Director, Dept. of Conservation 
and Development, Raleigh 4, North Carolina. 

















= > GRAVES AND” ‘TOY . 
z 2 CMT ee re acct 
“Sth ALOT, MM. c. . 


Business Man Governor 
Luther H. Hodges 
whose dynamic leadership 
has brought about 
tax reductions put into 
effect July 1, 1957. 


NORTH CAROLINA 


Year Round Mid-South 
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PROBLEM 


CLINIC 


SOME METHODS THAT MANAGERS ARE THINKING ABOUT 


How owner-managers can protect their families from the tax impact 


Does it pay to pirate men from bigger firms? 


Steps you can take to pull distribution costs into line. 


Ideas to help you make meetings more profitable. 


THIS MONTH’S MANAGEMENT PANEL 


Stuart F. Smith 


Vice President & Director 
CONNECTICUT GENERAL 
LiFe INSURANCE Co. 
Hartford, Conn. 

Employees: 2,400 (Hartford) 
Product: life, accident, 
health and group insurance 





R. Stafford Edwards 


President 

Epwarps Co., INc. 
Norwalk, Conn. 
Employees: 610 

Product: electric signaling 
devices 





Malcolm P. Taylor 


Chairman of the Board 
TAYLOR-REED CoRP. 
Glenbrook, Conn. 
Employees: 110 

Products: Cocoa Marsh, 
E-Z Pop popcorn & other 
packaged foods 





of their death. 


Frederick H. Klein 


President 

Orr & SEMBOWER, INC. 
Reading, Pa. 

Employees: 400 

Product: packaged auto- 
matic boilers 








PROBLEM 





“A trust has been formed that car- 
ries the stock to the third genera- 
tion. The trustees have very wide 


powers.” 


R. STAFFORD EDWARDS 
Edwards Co., Inc. 


Q. As major stockholder in your 
firm, Mr. Edwards, have you given 
personal thought to this particular 
problem? 


A. I don’t know anybody who hasn’t! 
Sure, you are struggling with it all the 
time. 


Q. Can you tell me what approach 
you have selected? 


A. Yes. A trust has been formed that 
carries the stock to the third genera- 
tion—in other words, my grandchil- 
dren—in the meantime providing for 
income for the others. So there will be 
only one tax on three generations. 
And I have made plans that I hope 
will pay the tax and leave the stock 
intact. The trustees have very. wide 
powers. They may have to put up all 
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When a man is both a top executive and major stockholder 
in a closely held company, what can he do to protect 


his family—and his company—against the tax 


impact of his death? 





the stock as collateral to borrow the 
money to pay the inheritance tax. 
The beneficiaries may have to do 
without any income from the trust for 
a period of five or 10 or 15 years 
even to pay the tax. But that is all 
written into the trust so that putting 
up the stock as collateral or anything 
else can be done to pay the tax. Now 
that is the way I hope it is going to 
work. 





“I'd hot-house and train a compe- 
tent successor, and arrange things 
so he couldn't be sabotaged by 
family or trustees.” 

STuART F. SMITH 

Connecticut General Life 


Q. What would you do to solve 
this problem, Mr. Smith? 


A. The first thing I’d do would be to 
search my organization for a com- 
petent successor. I would hot-house 
him and train him and make it possi- 
ble for him to purchase, after my 
death, a substantial portion of the 
stock, but not the control. I’d keep 


SMITH 


the balance for my family, not in their 
hands outright, but in trust. I would 
make available to this man, as a bar- 
gain, such a heavy interest in the 
business that the perpetuation of it 
would be most attractive. 


Q. You would make clear to him 
exactly what your purpose was— 
to perpetuate the business for his 
benefit, but primarily for your 
family’s. 

A. That’s right. And I would make 
his the position of real influence in 
the company after my death. I would 
have him own the minority holding 
and be one of the three trustees for 
the majority holding. That way, if he 
became difficult or my judgment 
about him had been wrong, he could 
be out-voted by the majority trustees. 
But he’d have to be awfully wrong 
to be sabotaged by family or trustees. 


Q. He would, in fact, have man- 
agement control squarely in his 


hands? 


A. Very squarely in his hands, so 
long as the other two trustees didn’t 
think he’d gone too far. They’d have 
the power to go against him if the 
evidence was bad that he was mis- 
handling the company. 





MANAGEMENT. METHODS 























“Through gifts, I’m starting to pre- 
pare myself. You can remain a 
trustee of the estates so that if you 
ever want to sell out, you can.” 


FREDERICK H. KLEIN 
Orr &> Sembower, Inc. 


Q. What is your answer, Mr. Klein, 
to the tax impact of your death? 


A. The best thing you can do is 
have the company buy insurance on 
your life up to the maximum, depend- 
ing on your health and the company’s 
ability to pay. That would be number 
one. Upon your death, the insurance 
results in a tax-free payment into the 
company treasury. Now, assuming 
vour relatives are the stockholders of 
the company, they’ve got to get the 
inheritance tax paid. So what they 
could do is sell their stock to the com- 
pany for cash, which gives them a 
considerable sum to help defray the 
inheritance tax. 


Q. How do you transfer the stock 
to your relatives in the first place? 


A. Through gifts. Through a gift 
basis, I’m starting to prepare myself 
now. Under this arrangement, you can 
remain a trustee of the estates if you 
want to. Then if it comes down to 
the point that you want to sell out, or 
vou don’t have anybody coming along 


SOLING 





‘Big firms screen their personnel 
pretty well, so when some of them 
begin to get dissatisfied, you have 
a choice group to pick from.” 
FREDERICK H. KLEIN 

Orr & Sembower, Inc. 


Q. Mr. Klein, do you think small 
firms can successfully recruit good 
people from big organizations? 

A. I certainly do. You take the fel- 
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who looks like he can row the boat, 
as a trustee you can bring your in- 
fluence to bear so that the company 
can probably be converted to stock of 
another company or to cash. You get 
yourself out and also the beneficiaries 
get their share. 


Q. You are using this insurance 
and gifts method? 

A. That’s right, I’m looking at it from 
the point of view of what I hope my 
beneficiaries might do. 





“If a man is fortunate enough to 
build a small growing business that 
is throwing off some profits, he’s 
forced to consider selling out.” 


MALCOLM P. TAYLOR 
Taylor-Reed Corp. 


Q. Mr. Taylor, you and Mr. Reed 
[Charles M. D. Reed, president] 
formed this company 19 years ago 
on a shoestring and have made 
quite a success of it. Together you 
hold the controlling interest. What 
thought have you given to the tax 
impact of your death? 

A. That is probably the biggest prob- 
lem facing all small companies like 
ours. Depending on how lucky or 
successful you are, the problem in- 


creases. To keep our company grow- 
ing and competitive, we've re-invested 
most of our funds. As a result, we 
can’t afford the kind of safeguards 
we'd like to provide for our families. 
It’s like buying a car—you buy the 
one you can afford. In our case, we 
figure we had better keep living be- 
cause if we die it will be just too darn 
bad for our widows. 


Q. What have you been able to do? 


A. Specifically, we have key man in- 
surance which protects the company 
and our families. Charlie Reed and I 
have tried to buy as much insurance 
as we can possibly afford. Our insur- 
ance stakes are laid out. In addition, 
we work out stock option plans from 
vear to year between ourselves where- 
in each of us has the opportunity to 
buy the other’s stock at a certain 
price in the event of death. That way 
we insure that the survivor won't lose 
management control. 


Q. But you feel the problem really 
can’t be solved completely? 


A. That’s right. This idea of taking 
unlisted stock securities and then just 
putting arbitrary value on them—it’s 
a very stupid thing. It should be recti- 
fied. If a man is fortunate enough to 
have built a growing business that is 
throwing off some profits, he is really 
forced to give some thought to the 
possibility of selling out, because of 
the tax setup. 





Is it a profitable practice for small firms 
to raid big and giant companies for per- 


sonnel—to pirate their executives, engi- <ayy 


neers and other key people? 













lows who go through engineering 
school and then are recruited by big 
companies. When the recruiters are 
coming around, these fellows aren’t 
very much interested in talking to the 
small company men. They want to 
work for a big outfit. But there is a 
certain breed of these men that be- 
gins to get sick of the high floor and 
low ceiling you find in a lot of big 
corporations. After awhile, a man of 
this breed wants to get out. He wants 
to go to work where he can move 





















faster and freer, and where things 
are a little more interesting. He be- 
comes dissatisfied with the very rigid- 
ity of the organization. 

Q. Specifically, what is it that 
causes such a man to lose interest 
in a big company? 

A. Well, I think it is due in part to 
the fact that individual effort may not 
be recognized. Further, big outfits 
tend to regiment their people, and 
that makes them dissatisfied. A young 
man may be forced to live with an 
exact and very narrow job descrip- 
tion, and he may have a seniority 
problem to contend with. If he’s in 
grade 6-D and a job opens up in 
7-A there may be a good deal of 
politics involved in who gets the job. 
Of course, he’s probably got a pretty 
good salary and can look forward to a 
good pension when he retires. It’s a 
nice insulative way of going along. 
A lot of people like that arrangement. 
But some don’t like it a bit, and those 
are the ones we go after. Some of the 
boys that we have drawn from big 
companies are good because they are 
not big organization men, as such. 


Q. Then they're not “washouts” 
from big companies. 

A. Far from it! Of course, there are 
all sorts of reasons why a man might 
want to leave a large company and 
join a small one. It might be a per- 
sonality problem. It might even be on 
the female side—there are a lot of 
jealousies surrounding big company 
operations. 

Q. Would you say, then, that re- 
cruiting men on the rebound from 
big companies is a prime method 
that small companies can use to 
build a management and technical 
staff? 

A. Yes. Remember, big companies 
screen the people they hire pretty 
well, so when some of them begin to 
get dissatisfied, you have a choice 
group to pick from. 

Q. What appeals can you offer to 
draw a big company man to your 
company? 

A. For the kind of people we want, 
an offer of increased responsibility is 
probably the strongest motivation of 
all. And that’s exactly what we offer. 
We just offer him an opportunity to 
get in there and pitch. 

Q. Doesn't salary enter into it? 

A. Well, of course, it does. In fact, 
on a salary basis, a big company can 
often turn the tables on small firms 
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when it comes to attracting personnel. 
or example, a _ big corporation 
moved into one town a year or two 
ago and nearly took away the entire 
engineering department of one of the 
local concerns, due to the higher rates 
the big company offered. 





When a small firm pirates from a 


it almost always 


bigger company, 
gets the grade B and grade C men. 


The best men aren't susceptible.” 


Stuart F. SMITH 

Connecticut General Life 

Q. Do you think it’s a bona fide 
practice for small firms to raid big- 
ger firms for management person- 
nel? 

A. It’s done all the time. But I don’t 
think it’s smart to be in a position 
where you have to be a pirate. 


Q. Well, can small companies get 
really good people by pulling a 
man out of a big company where 
he may be on his way up the ladder 
but doesn’t feel he’s getting the re- 
sponsibility and salary he deserves? 


A. They almost always get the grade 
B and grade C men. 

Q. Why is that? 

A. It’s because the A men have such 
a feeling of movement and growth 
and exposure that they know they 
are marked for big things. For exam- 
ple, it would be pretty hard for our 
competitors to offer our grade A men 
a 20-year future comparable with 
what they can expect here in terms of 
personal growth, base salary and pro- 
fit sharing. They might get the man 
who knows he is not going to the 
top in his field or group. 


Q. In other words, you are saying 
that the best men are satisfied in 
their jobs? 

A. Well, yes. 


Q. And the B and C men are not 
satisfied? 

A. Some of them are and some aren't. 
One type of individual will say to 
himself, “Well, I'm going to be a vice 
president somewhere, but Bill Brown 
and John Jones are pretty fast com- 
pany here, so I'll get out and go 
where the competition isn’t so great.” 
The other kind of man says to himself, 
“Well, it’s pretty obvious that John 
Doe is going to be a vice president 


and I’m not, but I’m willing to settle 
for a lower job. I won’t ever admit 
that, but I know I’m going to stay.” 





“The ability that might get a man 
a quarter of the way up a big firm’s 
ladder might be enough for him to 


do a terrific job in a small firm.” 


R. STAFFORD EDWARDS 
Edwards Co., Inc. 


Q. It’s been said that when a small 
company recruits from a big com- 
pany, it gets only men of secondary 
quality. Do you agree with this 
statement? 

A. No, I don’t agree. If you have a 
base of 25,000 employees, let’s say, 
the road up to the top is much more 
selective and competitive than in a 
small business. The ability that might 
get the man a quarter of the way up 
the ladder in a big company might be 
enough for him to do a terrific job in 
a smaller corporation. 


Q. In other words, you might not be 
able to hire their top men but. . . 
A. You might get the man who would 
never be president of General Motors, 
but he might turn out to be a good 
president of the Edwards Co. 


Q. Does your firm make a practice 
of recruiting from its larger com- 
petitors? 

A. No, I don't believe in stealing a 
man from a competitor. 

Q. Why not? 


A. I'm not just being altruistic. In 
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most cases when you hire a man from 
a competitor, his value is dependent 
a great deal on how much confiden- 
tial information he can bring you. Too 
often I think he brings information 
that he has blown up, or that doesn’t 
exist at all, just to build up his own 
value. If you act on what he brings 
you, you are liable to find yourself 
out on a limb. 


Q. But you do think it can be prof- 
itable to recruit from bigger firms 
that are not direct competitors? 


A. Yes. A man in a big company 
may have all the ability, training, 
education and everything else needed 
to move ahead, but he may be 
stopped because the base is so large. 
He wants to move ahead but he can’t. 
Put him in a small company and he 
really goes to town. 


Q. Do you have people in your 
organization who have come from 
very large corporations? 

A. Yes. But we haven't directly re- 
cruited them; it just works that way. 


Q. Do you find they are good peo- 
ple as far as your organization is 
concerned? 

A. Well, yes. Part of the reason is 
that we are very strict in our hiring 
methods. We test to an extreme de- 
gree everyone we hire. The fact that 
a man has been successful with the 
XYZ Corp. isn’t a good measurement 
of how successful he can be with us. 
We have different methods, different 
standards, different organization. I 
think emotional stability is more im- 
portant in a small company than in a 
big one, because in a small outfit like 
ours people work much more closely 
together. That’s one reason we're so 
strong on testing. We test on all jobs, 
right up to the top. 





“Big corporations are trade schools 
for young men who will some day 
executives fon 


make wonderful 


smaller firms.” 


MaLco”M P. TAYLOR 
Taylor-Reed Corp. 


Q. Mr. Taylor, what do you think 
of the practice of pirating people 
from competitors or other firms? 

A. It’s a very bad practice. Of course, 
it depends on what you mean by pirat- 
ing. I consider it pirating when you 
hire away a competitor’s advertising 
manager by paying him $5,000 more 
than he’s making. I’m not in favor of 
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that kind of practice. In fact, if this 
advertising manager came to us and 
applied for a job, I doubt that we'd 
hire him even if he were the best ad 
manager in the world. It would give 
us an inside into that competitor’s 
business that I think we'd like not to 
have. We'd rather fight our competi- 
tors on an open basis. 


Q. Do you mean that you would 
never hire a man who worked for 
a competitor? 

A. No, I don’t mean that at all. If 
you have a situation where a really 
capable guy is blocked in a com- 
peting company, I wouldn’t consider 
it pirating to hire him for a position 
considerably above the position he 


a £3 
Lilo 1 aE 


holds. Then it would be a mutual 
benefit for both companies as well as 
the man himself. This kind of thing 
happens many times: a sales manager 
will call up and say, “I’ve got a 
darned good man and I'm crazy about 
him but he just isn’t good for us. Do 
you have a spot to put him in?” 


Q. Do you feel that big organiza- 
tions have a large number of these 
good men, who, for some reason or 
other, will work out better in a 
smaller firm? 

A. I would say that most really big 
corporations are actually trade schools 
for young men who will some day 
make wonderful executives for smaller 
firms. 


(Continued on page 106) 


geht our competitors openly" 
TAYLOR 
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By Walter J. Cairns 


Arthur D. Little, Inc. 
Cambridge, Mass. 


EDITOR’S NOTE: Every invention has 
its characteristic cost history curve. To 
deviate from it means trouble; to ad- 
here to it can mean profitable ex- 
ploitation. Once a section ef this 
curve is incorrectly plotted, it cannot 
be erased. 

Arthur D. Little, Inc., has successfully 
managed a variety of inventions held 
by its clients over a period of many 
years. This article presents some of the 
findings that have been derived from 
the company’s experience. It will show 
you how to achieve successful com- 
mercialization of your inventions. It 
will show you how, at critical points 
along the curve, the twin dangers of 
wasted money and misdirected efforts 
can be avoided. 


me The = accompany- 
ing motif represents one way of 
looking at an invention. It may 
not be familiar, but it represents 
the cost history of a typical suc- 
cessful new product—as definitive 
in some respects as a photograph, 
a process flow chart or a wiring 
diagram. 

Every invention has its charac- 
teristic commerical curve. Each 
curve has an optimum shape and 
length peculiar to the subject mat- 
ter and its attendant circumstances. 
To deviate from this optimum 
shape means trouble; to adhere 
to it means profitable commerciali- 
zation. Unfortunately, management 
cannot erase a poorly plotted sec- 
tion of the curve, nor can it always 
predict the best configuration. 

Management is skilled at mak- 
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How to manage 


an invention 


EXPENSE 





ing decisions relating to the normal 
activities of its company. These 
decisions are based on information 
with which management is famil- 
iar; they can be appraised and 
modified before large amounts of 
time and money are consumed. On 
the other hand, from the time an 
invention is conceived until it is 
fully commercialized, there are 
countless occasions when imprac- 
tical or improper decisions may go 
undetected. A poor decision, par- 
ticularly in an early phase of 
invention management, can result 
in such serious financial losses that 
the very existence of the company 
may be threatened. 

What are some of the basic rea- 
sons for poor decisions? A major 
cause of invention mismanage- 
ment is frequently the company’s 
attitude toward inventions. Be- 
cause of the present hunger for 
product diversification, many com- 
panies have undertaken the exploi- 
tation of products that do not war- 
rant commercialization. Similarly, 
the commercial development of 
sound inventions has been under- 





TIME 


taken by companies poorly suited 
to provide the necessary technical, 
financial and business resources. 

An overcautious attitude may 
also result in the poor management 
of inventions. Conservative com- 
panies have a tendency to avoid 
new product opportunities, partic- 
ularly when they lead to diversifi- 
cation or to a change in the direc- 
tion of company activities. As a 
result, benefits arising from com- 
mercialization are ignored, as fre- 
quently are opportunities to 
develop revenue by the licensing 
of the invention to another com- 
pany. 

Another cause of invention mis- 
management is the failure to use 
simple, tested procedures, particu- 
larly in the areas of evaluation and 
licensing. The following sections 
discuss in some detail how these 
procedures may be used. While 
parts of this guide to invention 
management may appear obvious, 
the proper execution of the various 
phases described may often be 
overlooked or misdirected. The 
commercial success of any inven- 
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Every invention possesses peculiar self-contained development characteristics that 


must be recognized to avoid the possibility of serious financial losses. Here, an expert 


in invention management tells you what pitfalls to avoid. 


tion depends not only on doing 
what is required, but also on the 
effectiveness, timing, and extent to 
which the requirements are satis- 
fied. 














Preliminary development 


When an invention is conceived, 
it is usually brought to the atten- 
tion of the inventor’s immediate 
supervisor for preliminary screen- 
ing. Since the supervisor normally 
decides whether preliminary tech- 
nical development should follow, 
it is essential that he clearly un- 
derstand management’s invention 
and new-product policies. In par- 
ticular, an invention should not be 
rejected from further consideration 
merely because it does not satisfy 
the company’s immediate needs. 


A worker in the shipping depart- 
ment of a chemical company devel- 
oped a superior pallet. His fore- 
man failed to bring the invention 
to the attention of management, 
believing that a nonchemical idea 
would be of no interest. The pallet 
was subsequently commercialized 
by another concern, with no bene- 
fit resulting to the chemical com- 
pany or to the inventor. 


After it has been decided that 
the invention merits farther exam- 
ination, preliminary technical work 
brings the invention to a point 
where it is sufficiently developed 


OCTOBER 1957 


for a comprehensive evaluation. 
During this preliminary develop- 
mental phase, depending on the 
nature of the invention, interim 
evaluation may be made concern- 
ing technical and commercial fea- 
sibility. 


Evaluation 


As one might assume from the 
curve, the evaluation step, while 
relatively brief and inexpensive, 
primarily governs the extent and 
direction of future spending. It is 
alarming to note the many 
instances in which this vital step 
is lightly taken or completely over- 
looked. In many cases of commer- 
cially unsuccessful inventions, the 
errors made by management may 
be traced back to this phase. 

The first step in evaluating an 
invention is an objective appraisal 
consisting of the four separate 
reviews shown below: 


Technical 
Is it practical? 





EXPENSE 











Has the best possible embodiment 
been determined? 

Is it a real advance in the art or 
merely a slight improvement over 
conventional apparatus or devices? 
The answers to these and other 
related questions should be sought 
from technically qualified people, 
even though they may not be 


found on the technical staff of the 
company. If the invention relates 
to a field substantially outside the 
company’s area of interest, it is 
usually desirable to seek the opin- 
ion of a recognized consultant or 
of those active in the industry to 
which the invention relates. 


Market 

Does a real need exist for the 
invention? 

How large is the market? 

What are the characteristics of the 
market? 

Improper evaluation may be 
more frequently traced to cursory 
or inaccurate market reviews than 
to any other phase of invention 
appraisal. Companies with mar- 
ket-research staffs may find the 
answer to these questions inter- 
nally. It is highly recommended 
that companies without market-re- 
search facilities seek the advice of 
industry experts or qualified con- 
sultants. 


Economic 

How much will it cost to produce? 
What are the costs of competitive 
products? 

What are the advantages and dis- 
advantages of the invention with 
respect to purchase price, operating 
costs, and maintenance costs? 
Answers to these questions can 
usually be obtained from within 
the company, from sales literature, 
and from companies active in the 
industry. 


Legal 
Is the invention patentable? 
Does it infringe other patents? 
Are there any antitrust considera- 
tions? 
Legal opinion should be obtained 
from the company’s patent coun- 
sel. 

In reviewing the invention from 
the four standpoints listed above, 
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management should be certain 
that the review is objective and 
not at all related to the product 
requirements of the company. If 
the invention fails to pass any one 
of the four screens, it should be 
seriously considered for rejection. 
In many instances, new product 
possibilities will not be patentable 
but will offer real commercial ad- 
vantages to the company; in such 
cases, of course, attempts at exploi- 
tation should continue. However, 
inventions that do not pass the 
technical, market, or economic 
screens are destined to unsuccess- 
ful exploitation. 

After an invention has success- 
fully passed the first step of evalu- 
ation—the objective appraisal—it 
should be reviewed in the light 
of the objectives and characteris- 
tics of the company. As a second 
step, management should not only 
consider its own abilities and 
objectives, but also relate the 
invention to the company’s 
resources in the fields of finance, 
marketing, production, and engi- 
neering. After this analysis, man- 
agement should decide whether 
the invention should be exploited 
by the company or commercial- 
ized by another company through 
license or sale. 


A new gasoline cutting torch was 
invented by a technically based 
company that had the necessary 
resources for engineering, produc- 
tion, and product development. 
The torch successfully passed each 
of the four evaluation reviews. In 
view of the company’s weaknesses 
in marketing and promotion, the 
torch was licensed to a manufac- 
turer of portable industrial equip- 
ment. 


The following three sections dis- 
cuss the commercialization of an 
invention when it is undertaken 
by the invention-owning company. 
The last section, “Licensing,” 
describes the way in which good 
inventions falling outside the com- 
pany’s area of interest might best 
be exploited. 


Planning and development 


Once the decision has been 
made to commercialize the inven- 
tion, management must determine, 
on the basis of its experience, what 
is to effect maximum exploitation. 
It is essential at this point that 
consideration be given not only 


to technical-development require- 
ments, but also to analyses and 
studies that relate to commercial 
planning. These reviews should 
include market studies, distribu- 
tion analyses, cost analyses, evalu- 
ations of various means of produc- 
tion and studies relating to price 
and discount structure. 

In order to make sound deci- 

















sions, management should care- 
fully appraise the resources avail- 
able to it within the company. 
Only after the capability and avail- 
ability of personnel and equip- 
ment have been determined can 
management decide how much of 
these activities can be carried on 
internally. A common error is to 
undertake the planning and devel- 
opment phase without the benefit 
of outside assistance, even though 
the program requires skills not 
available within the company. 


A large pump manufacturer 
invented a liquid flow valve that 
is useful in certain chemical appli- 
cations. The company was gener- 
ally well qualified to commercial- 
ize the device. After examining 
the company’s resources in the 
light of planning and development 
requirements, however, manage- 
ment engaged outside consultants 
to: determine design specifications 
for three important chemical uses; 
and develop information relating 
to markets and the most effective 
means of reaching them. 





At the completion of the plan- 
ning and development phase, the 
invention should be_ technicallv 
developed to the point of tenta- 
tive production design, and a pro- 
gram for commercialization should 
be prepared in detail. Plans for 
commercialization should be based 
on answers to at least the follow- 
ing questions: 


Production 


1. Has the optimum method of 
production been determined? 

2. Have materials, components, 
and vendors been selected? 

3. What are the capital require- 
ments for new facilities? 

4. What level of production is 
planned? 

5. Will an adequate work force be 
available? 

6. What are the estimated produc- 
tion costs? 


Engineering 


1. What future modifications are 
being considered? How much will 
they cost? Why not make the modi- 
fications now? 

2. Has the invention been ade- 
quately tested for reliability and 
performance? 

3. Has the design of each part 
been considered in the light of 
production costs and procedures? 
4. Are there any important tech- 
nological advances being consider- 
ed by others in the industry? 


Marketing 
1. What are present and projected 
sales goals? 
2. What is the size of the market? 
Where is it? 
3. Are there any seasonal factors? 
4. What is the most effective 
means of distribution? 
5. What are industry practices 
with respect to guarantees and 
servicing? 

(Continued on page 79) 





"At the completion of the planning and development 


phase, the invention should be technically developed 


to the point of tentative production design .. ." 
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Working Capital 


HOW TO GET IT WHEN YOU NEED IT 


Don't overlook the working funds plan as you search for new ways to solve your firm’s 


money problems. Such a plan can provide the funds you need exactly when you need them 


— and costs may be lower than other financing methods, as this case history proves. 


EDITOR’S NOTE: MM continues its ef- 
forts to shed light on the various 
methods you can use to combat the 
money shortage. Thus we have asked 
an official of an industrial finance 
concern to explain and illustrate one 
of the financing services available 
through such organizations. 


Pont be fooled 
by the price tag on money. Even 
in today’s high cost money market, 
the cost of money is less important 
than what you can do with addi- 
tional funds—in terms of additional 
profits. 

Let’s look at a hypothetical small 
company worth, say, $100,000. As- 
sume that if this company were to 
obtain an extra $100,000, it could 
turn it over five times a year, for 
an additional volume of $500,000, 
and earn an additional profit of 
$25,000. 

There are two ways the manage- 
ment of this company could view 
the situation. First, it could say 
that using this extra money would 
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By David L. Salinger 


Director, Industrial Division 
Walter E. Heller and Co., Chicago 


provide a return on volume of only 
5%. 

But the second way to look at it 
would be that the added $25,000 
in profit represents 25% of the firm’s 
equity on $100,000. It might cost 
the firm $6,000, $12,000 or even 
more to get the added $100,000, 
but on the basis of an added profit 
of $25,000, this firm could still be 
away ahead. 

The point is that it is not always 
wise to pull in your horns just be- 
cause money is expensive. Any 
company that can show sound op- 
portunity to apply extra capital 
profitably can still find sound ways 
to obtain such capital. 

What method should you use to 
finance business growth? That, of 
course, depends on the specific 
conditions surrounding your com- 
pany. It might be one of the con- 
ventional methods such as a real 
estate mortgage, debentures, short- 
term loans, stock issues and so on. 

One money method that many 
firms overlook, however, is that 


known as the working funds plan. 
This approach has many advan- 
tages. It does not involve the re- 
strictions that come with deben- 
tures and preferred stock. There is 
no sharing of earnings or division 
of management control as with 
common stock. Furthermore, there 
is no penalty for a quick payoff of 
the money you've obtained, and 
the cost in at least some cases can 
be substantially less than for a 
stock issue, for example, as will be 
demonstrated below. 


How the plan works 

What you do under the working 
funds plan is borrow money when 
and as you need it. You draw out 
and repay only as much as you 
need, and you do it on a revolving 
basis, depending on the fluctua- 
tions up and down of your busi- 
ness and the cycle of your money 
needs. 

Working funds can generally be 
provided by an industrial finance 
concern within a matter of days 
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“Successful companies think of their money costs in terms of added profit...” 


after analysis of your needs. Ac- 
counts receivable, notes receivable, 
all or portions of inventories, and 
machinery and equipment are gen 
crally acceptable as collateral. 

Thus, when your needs are high, 
additional funds are available to 
carry increased receivables and in- 
ventories. When your needs are 
smaller, usage of funds is reduced 
correspondingly, with no prepay- 
ment premium. If activity again 
increases, the higher usage can be 
reinstated—and this cycle can be 
repeated as many times as neces- 
sary. 

As a simple example of the use 
of working funds, suppose your 
payroll is issued on the first and 
fifteenth of each month, and your 
suppliers’ invoices are discounta- 
ble on the tenth of the month. 
Working funds can be obtained 
on precisely those dates and thus 
need not lie idle in your bank 
account. 


An actual case 

Now let’s look at the figures for 
an actual company that decided 
to use a working funds plan five 
years ago. This company is in the 
52% tax bracket. Let’s also compare 
its actual figures with estimated 
figures for the next best financing 
method the company could have 
used, a preferred stock issue. 

The graph shown here gives the 
actual amount of working funds 
supplied to the company on a 
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monthly basis over the past five 
years. Note that the funds used 
range from a low of $14,234 (in the 
twelfth month of the first year) to 
a high of $2,395,245 (in the elev- 
enth month of the fifth year). This 
range illustrates the flexibility of a 
working funds plan. 

Based on a daily average, here 
are the amounts of working funds 
employed by the company for 
each of the five years: 


. Ser $ 171,156 
Second year ......... 209,488 
TRG yOOr .......... 563,073 
Fan POOP 2. ...55.. 881,767 
ed). OO Ie 1,074,695 
Total funds used .. $2,900,179 


Now, here are the actual 
charges the company paid for us- 
ing these working funds for each 
of the five years: 


, - eer rer $ 19,783 
Second year .......... 23,224 
er 73,765 
Fowt year .......... 94,170 
FU WOE wes eek 117,876 
Total cost for five 

0 ee $ 328,818 


After-tax costs .... 157,833 


Suppose that fivé years ago this 
company could have correctly fore- 
cast its money requirements, and 
had chosen, instead of a working 
funds plan, to finance its needs 
with a preferred stock issue (the 
most desirable form of capital issue 
then available to it). Under these 
conditions, we can make the fol- 
lowing assumptions: 

1. Preferred stock in the amount 
of $500,000 would have been issued 
(see dotted line across graph). This 
would have been more than enough 
during the first two years, but 
would have required supplemen- 
tary bank borrowing for the third, 
fourth and fifth years. 

2. Cost of commission for sale of 
the $500,000 preferred issued would 
have amounted to $25,000, based 
on a 5% brokerage commission (not 
tax deductible). Attorneys’ fees, 
auditors’ fees, SEC registration fees, 
and certificates and stamp taxes 
would have been about $30,000 
(not tax deductible). 

3. With a preferred dividend rate 
of 6%, or 30% for the five years, 


dividend costs would have been 
$150,000 (not tax deductible). 

4, In the third, fourth and fifth 
years, the company would have had 
to borrow from its bank at an inter 
est rate of 4%% (tax deductible) on 
90-day unsecured notes, and with 
accurate forecasts of maximum 
needs to handle peak cash usage 
over the amount of the securities 
issue with 20% compensating bal- 
ances.* 

Thus, if a preferred stock issue 
of $50,000 had been used instead 
of a working funds plan, these 
would have been the costs: 


PREFERRED STOCK COSTS 
Commission @ 5% ..... $ 25,000 
Fees and SEC 

registration ......... 30,000 


Dividends (five years 
8 eee $ 150,000 


Total stock costs ... . $ 205,000 
BANK BORROWING COSTS 
Average 

Borrowing Interest 
First year ...$ 0 $ 0 
Second year . 0 0 
Third year .. 284,375 17,297 
Fourth year . 728,125 32,766 
Fifth year .. 1,112,500 50,062 
Total interest ..... $ 100,125 
After-tax costs .... 48,060 


On this basis, the total cost of 
the preferred stock (and bank bor- 


rowing) finance method would be: 


Preferred stock costs .. $ 205,000 
After-tax interest costs . 48,060 
Total after-tax costs 253,060 


Thus the total five-year after-tax 
cost of the working funds plan was 
$157,833, as against the after-tax 
cost of the preferred stock method 
of $253,060. It will be noticed that 
no discussion is given to debenture 
money in the above comparison. 
This is because, as is the case with 
many companies, debenture money 
was simply not available to this 
concern: it had not been in busi- 
ness long enough to have estab- 
lished a continuous earning record 
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(IN THOUSANDS OF DOLLARS) 
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of working funds actually used by a = ee 
oOo manufacturer for each month of a Bie 2, 
five-year period. The black line shows 
the average usage of funds for 10 
oO consecutive six-month periods. The 
black dotted line represents the funds 
700 available if a $500,000 preferred 
stock issue had been used. 
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h strong enough to support the ex- —_ necessary before you can make an _—_- However, take a leaf from the suc- 
as tent of the financing needed to ac- — informed choice that will be of — cessful operation of many com- 
id complish this. maximum value to your company. panies today that think of their 
“d Sometimes you can adapt a spe- costs, including their money costs, 
2 Company needs vary cific finance method to match your _—in terms of, “What is the addi- 
“ The financial requirements of needs more closely. For example, a tional profit?” They “trade on the 
different companies vary, of course. | working funds plan can be handled _ equity,” borrowing as much as they 
™ An analysis of your particular through outright purchase of ac- can profitably and safely use, and 
TY ° . » 
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Stop wasting your 


Most firms are causing their own engineer shortage. How? Through mismanagement of 


engineering talent, according to a nation-wide study on company use—and misuse — 


of engineering personnel. Here are a few of the things you can begin doing right 


now to increase the output of your engineers by as much as 20% or more. 


mums An electronics 
firm made an evaluation of the 
work being done in its engineer- 
ing department recently and came 
up with this startling discovery: 

Its 122 engineers were doing 
work that could easily be accom- 
plished by 99 such men. The ex- 
cess 23 engineers represented an 
estimated annual salary cost of 
$172,500. 

The reason for this waste, ac- 
cording to a recently published re- 
port, was a common one: the en- 
gineers were spending a big part 
of their time at routine chores that 
could have been handled by lower 
paid clerks and technicians. 

This is only one of scores of ex- 
amples on the waste of scarce en- 
gineering manpower cited in a 
heavily documented report by 
graduate researchers at the Har- 
vard Business School. Based on 
their interviews, surveys, sorting 
and sifting of facts, the researchers 
come to one chief conclusion: most 
engineer-short firms are contribut- 
ing to their own woes through mis- 
use and mismanagement of their 
existing personnel. 

Based on their findings, the 
Harvard group has developed a 
series of recommended methods 
for attacking this waste.* 





° The findings of the research study, plus re 
commendations based on the findings, are 
available in a 162-page report titled Engineer- 
ing Manpower: How to Improve Its Productiv- 
ity. The report is filled with valuable tips for 
any firm making extensive use of engineers. 
Price: $18.50. Address Engineering Management 
Reports, P.O. Box 161, Cambridge 38, Mass. 
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Here are a few of the things you 
can do to get more profit from your 
engineering manpower: 


1. Spend more time planning 
work objectives for your engi- 
neers. 


The creative mind of an engi- 
neer should not be regimented. On 
the other hand, a creative mind 
that lacks adequate direction is 
likely to stray into areas of acade- 
mic rather than economic signifi- 
cance. A middle road can be 
found, and it’s the role of manage- 
ment to find it—through planning. 


KAA AX 
Teletetete? 


Horrible example: One company 
reported that some of its engineers 
had designed and built an explo- 
sion container. The product was a 
good one; it proved to be almost 
perfect technically. But because 
management had failed to plan ob- 
jectives for its engineering depart- 
ment, much time, money and effort 
went down the drain. Reason: there 
proved to be no market for the new 
invention. 


Coordination among depart- 


ments is a universally accepted 
function of management, yet it is 
commonly overlooked when _ it 
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engineers! 


comes to the engineering depart- 
ment. Sometimes management 
bucks the coordination and plan- 
ning job off on the chief engineer, 
who just can’t do the job alone— 
without real help from the top. 

While some managements “seem 
unaware of the necessity for such 
a procedure,” others frankly admit 
that they have just never bothered 
to coordinate all aspects of engi- 
neering into the over-all picture, 
even though they know they 
should. 

Says one chief engineer: 

“Our engineers continually want 
to pull one way while the rest of 
the company is pulling the other. 
Reconciling the two groups is an 
everyday worry and takes a major 
portion of my time.” 


2. Make sure you have the 
real picture of what your staff 
is doing. 

Evaluation of engineering work 
has been called “the part of plan- 
ning which has thus far received 
the least attention by manage- 
ment.” 

It’s only through evaluation of 
engineering work that you can 
find out how big the gap is be- 
tween what your engineers are do- 
ing and what they are supposed 
to be doing. Yet many executives 
seem reluctant to take this look. 
Says one top administrator: 

“I recognize the need for work 
evaluation, but for us it’s just not 
practical; we are always behind 
schedule, working overtime, and 
too pressed to take the time that 
this would require.” 

What this executive doesn’t re- 
alize is that his lack of evaluation 
could very well be the cause of his 
problems. 

Positive approach: When you 
evaluate the engineering work be- 
ing done in your company, don't do 
it on the basis of each individual 
engineer's abilities or production 
level. Instead, do it in terms of how 
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In engineering work, scheduling of projects is an economic necessity 


each individual project fits into your 
firm’s over-all plans. 

It’s obvious that an evaluation 
of engineering activities is going 
to be no better than the ability of 
the man doing the evaluation job. 
So don’t delegate this function 
down the line. Assign it to a top 
man who understands engineering 
problems and who can work closely 
with (and win the cooperation of ) 
the chief engineer. 


3. In engineering work, sched- 
uling is an economic necessity. 

A survey of firms around the 
country shows that there is no 
middle grounc when it comes to 
scheduling of engineering projects. 
Either firms tend to do a thorough 
and thoughtful job of scheduling, 
or they do no scheduling whatso- 
ever. The difference in result under 
the two sets of circumstances is 
usually pronounced. 

Positive example: One small firm 
has set up a Project Specification 
Committee. This is a top manage- 
ment group (including both the 
president and chief engineer) 
which approves and schedules all 
work for the engineering depart- 
ment. Each engineer then submits 
a weekly report of his progress and 
and problems, first to his own supe- 
rior, then up to the Project Specifi- 
cation Committee. Review of these 
reports by the committee serves a 
dual purpose: it provides top man- 
agement with an intimate and con- 
tinuing picture of what is happening 
in its engineering department, and 
gives the individual engineer a 
sense of direct contact with the 
firm’s management people. 

In another firm, a disgruntled 
chief engineer has reported that 
when a project is handed to him 
by management he merely passes 
it along to any engineer who hap- 
pens to be free at the time. The 
projects, he complains, are seldom 
passed along to him far enough in 
advance to make any kind of work 
budgeting possible. 


4. Be ready for those crash 
projects before they happen. 

You'll never overcome emer- 
gency engineering projects com- 
pletely. But you can be ready for 


them, and reduce their cost, 
through pre-planning. 
44 


Positive approach: One way to 
pre-plan for crash projects—and a 
method that a number of firms have 
used successfully—is to set up a 
special team to handle the unfore- 
seen problems. This special group 
of engineers can be assigned work 
on low priority projects, and thus is 
always on tap to plunge into an 
emergency situation. 

Some executives, of course, feel 
crash programs have definite ad- 
vantages; they welcome them 
rather than trying to avoid them. 
Says one such management man: 

“I like to see crash projects come 
up. They get my people on their 
toes.” 


5. Provide your engineers 
with real leadership 

If your engineers aren't being 
supplied with the leadership they 
deserve, you can be sure they are 
aware of the shortcoming—and 
suffering from it. One of them 
voices the problem this way: 

“The goals may be well chosen, 
the men may be well assigned, 
but the full capacity of the men 
may not be tapped because the 
leader fails to build an atmosphere 
of enthusiasm and cooperative ef- 
fort.” 

Startling signpost: About half of 
the engineers working in industry 
today feel they are not being kept 
informed about their own personal 
professional progress. Some super- 
visors don’t want to criticize or ex- 
plain how a job should be done for 
fear of upsetting morale or retard- 
ing the creativity of their engineers. 

It’s axiomatic that the direct su- 
perior—be he chief engineer or 
project supervisor—is the one to 
provide leadership for the men 
working under him. But what hap- 
pens if the superior is not qualified 
to handle men in a leadership ca- 
pacity, or to lay down objectives 
in speciffe terms? Obviously, the 
work of individual engineers is go- 
ing to suffer. 

Why are so many engineering 
managers and supervisors weak in 
human relations? The blame for 
this can be laid directly at the door 
of top management for failure to 
take the time or trouble to 1) se- 
lect the right engineering man- 
agers and supervisors, and 2) train 


them in the skills of getting things 
done through other people. 

It’s still a common practice in 
industry today to fill management, 
supervisory or administrative posts 
in the engineering department 
with the men who show the strong- 
est technical ability. The result is 
that excellent engineers are con- 
stantly being pulled out of the jobs 
where they can contribute the 
most and shunted into supervisory 
positions where they can contrib- 
ute little, because they do not pos- 
sess other than engineering quali- 
fications. In most engineering 
management posts, it is the human 
relations and administrative skills 
that are of primary importance; 
technical ability rates second. 

This does not mean that an en- 
gineer can't make a good manager 
and leader. Many engineers make 
excellent raw material for man- 
agers; their disciplined thinking, 
objectivity and _ creativity give 
them the basic abilities for plan- 
ning, coordination, organization 
and other management work. But 
to convert an engineer into a man- 
ager and leader calls for training 
—real training. Without sound se- 
lection and training programs, 
youre not onlv doing your com- 
pany a disservice by promoting an 
engineer to a supervisory post, but 
youre doing the engineer a dis- 
service too. 

Says one engineering executive: 

“I see no reason for engineers 
to take part in management any 
more than research chemists, ac- 
countants, or others, except as they 
have demonstrated management 
ability and are willing to accept 
the responsibilities of manage- 
ment. It is always fun to partici- 
pate in management affairs but it 
is not our purpose to provide en- 
tertainment. We want ability. 
Whenever employees demonstrate 
the ability, we are glad to con- 
sider them for a management as- 
signment.” 

6. Give more than lip service 
to communications with engi- 
neers. 

Communications is one of the 
biggest jobs the engineering man- 
ager or supervisor must do. His 
job is to bring management’s ob- 

(Continued on page 72) 
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Here's what a computer is— 
and what it does 


Busy top executives are sometimes left in the dark by technical 
reports of new developments in electronic data processing. 
The reason is that they've never had occasion to gain a basic 
understanding of the fundamentals of electronics for business. 
If this is your problem, this article is for you. In simple 

terms it reveals the workings and uses of a computer. 

And it may help you determine whether a computer could 


serve an economic need in your own firm now. 


By Ernest Koenigsberg 


Midwest Research Institute 
Kansas City, Mo. 


muuees Theres nothing 
very complicated in the calcula- 
tions performed by an electronic 
computer. In fact, it does nothing 
that a nine-year-old can’t do. 
Basically, a computer is a device 
that will carry out simple mathe- 
matical operations very quickly. 
For example, if put into words: 
“Add 2025 to 1765,” or, “Subtract 
2925 from 4025,” or, “Subtract A 
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Bell & Howell DITTO 


“We took advantage of 


DITTO svstems ‘kNow-How’ 
and saved *10,0O0OO per year’ 


Robert Black, Internal Auditor, BELL & HOWELL COMPANY 
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Bell & Howell Internal Auditor, Robert Black, 
Order-Billing Manager, Herman Hack, and Pro- 
cedures Supervisor, James Moore, discuss 
DITTO One-Writing Order-Billing System with 
William Cadwell, DITTO Branch Manager. 














“Faced with the problem of completely overhauling our Order-Billing 
paper work, we called in a DITTO Systems Specialist. With him we 
worked out a DITTO One-Writing System that has facilitated mer- 
chandise shipment and delivery, streamlined the handling of back 
orders, gave us new accuracy in customer billing, increased customer 
goodwill. Actual savings aggregate $10,000 a year.” 


THREE DITTO SYSTEMS SERVICES—Plus One Thing More 
Every DITTO One-Writing System embodies all elements essential to 
paper work efficiency; 


1. Duplicating equipment specially designed for systems use; 
2.A customized forms printing service; 


3. Duplicating papers and supplies chemically and physically coordi- 
nated to give best results... 


QP) plus one thing more... DITTO SYSTEMS KNOW-HOW 


You, too, can profit from the experience and “KNOW-HOW” of DITTO 
Systems Specialists and enjoy the full benefits of DITTO One-Writing. 
For full information, simply call your local DITTO representative listed 
under “Duplicating Machines” in your classified directory. 






DITTO, Inc., 6894 McCormick Road, Chicago 45, Illinois 
Ditto of Canada Ltd., Toronto, Ontario 





Ditto (Britain) Ltd., 126/128 New Kings Rd., Fulham, London, S. W. 6, England 
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from B; if the difference is zero or 
greater, go on to the next step; if 
the difference is less than zero, 
then set (B—A) equal to zero.” 

These are precisely the same op- 
erations carried out by clerks using 
desk calculators, slide rules, or just 
pencil and paper. 

A part of the fascination of com- 
puters lies in the great speed at 
which the individual operations 
are performed, but the appellation 
of “electronic brains” is due to two 
more factors: 
= Computers are able to memo- 
rize or store large amounts of in- 
formation, which can later be 
quickly recovered as needed for 
the mathematical steps. 
= Computers can be = “pro- 
grammed” or organized in advance 
so that many different operations 
will be performed, each one in its 
proper sequence. 

Altogether, a computer is made 
up of five major parts, intercon- 
nected as shown on page 45. 

Input: A computer must have in- 
formation in order to perform its 
operations. Such input may be in 
the form of punched cards, paper 
or magnetic tape, or typewriters 
(for example, the Teletypewriter 
or Flexowriter). Newer input de- 
vices include special handsets, in- 
formation direct from cash regis- 
ters, or on paper or card tags 
which can be read magnetically or 
electrostatically. Depending on the 
circuits used, input devices feed 
information to the memory and/or 
to the control or program circuit. 

Memory: Input devices tend to 
work more slowly than the circuits 
performing the actual mathemati- 
cal operations. It is, therefore, an 
advantage to be able to store as 
much as possible of the informa- 
tion which is common to a number 
of calculations. The operation of a 
payroll, for example, requires a 
list of employees, their job classi- 
fications, tax classifications, pay 
schemes and rates, etc. A sufficient 
memory ensures that such more or 
less fixed information does not 
have to be re-entered into each 
separate calculation, and thus in- 
creases the speed of the computer 
as a whole. 

Memory devices currently in use 
include magnetic cores, cathode- 
ray tubes, vacuum tubes, acoustic 
delay lines, magnetic drums and 
magnetic tape. The most impor- 
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equipment in terms of TWA’s 





Case History—Airline Reservations 


Computers can be used to provide information vital to the operation 
of a business, as this Trans-World Airline experience demonstrates. 

An unoccupied seat on a departing plane means revenue that is 
lost forever, but space sales exceeding plane capacity results in 
resentments and bad public relations. 

TWA, faced with this dilemma, commissioned Midwest Research 
Institute to answer the question, “Can modern computers aid in the 
operation of the reservations and sales departments and provide a 
means for maintaining or increasing our standard of service?” 

Analysis of reservation and space recording operations was followed 
by collection of information on available and contemplated electronic 
data processing equipment. Finally, evaluation was made of such 
requirements, 


communications system, and both installation and operating costs. 


effectiveness of the 








tant property of a memory device 
is the time it takes to release infor- 
mation to the other circuits in the 
computer. This is known as access 
time, and the above list is in order 
of increasing access time. 

Control: The control circuits are 
responsible for putting the mathe- 
matical operations into their proper 
sequence and for selecting the 
proper information from the mem- 
ory. Some computers are “stored 
program computers,” meaning that 
both the program (or sequence of 
operations ) and all the necessary 
information are stored in the mem- 
ory unit. Control information then 
goes directly from the memory to 
the control circuit. Other compu- 
ters are internally wired to perform 
a given sequence of operations, 
using both input and memory infor- 
mation. Still others rely on input 
cards to give the sequence of oper- 
ations. 

Mathematical circuits: The math- 
ematical circuits are the “heart” of 
the computer; they alone can ma- 
nipulate the information to obtain 
the desired results. They incorpor- 
ate either vacuum tubes or crys- 
tal valves, which operate in re- 
sponse to short electronic signals 
called pulses. Pulses are, in fact, 
the means of communication be- 
tween all the components of the 
computer. 

Output devices: Output devices 
are necessary to produce the re- 


quired information in a form that 
is meaningful to the user. Output 
devices may take any of the forms 
which are used for input, or can be 
direct printers. In the latter case, 
the output, if in tape or card lan- 
guage, can be fed to an auxiliary 
machine, which prints the results 
at reasonable speeds without slow- 
ing down the computer. Alterna- 
tively, the output may actually be 
desired in card or tape form so 
that sorting operations can easily 
be performed. This is particularly 
true if more than a single answer 
is required, e.g., when a report or 
statistical survey is to be compiled. 


How computers work 

Computers are capable of per- 
forming a host of different complex 
operations at amazing speeds and 
of storing masses of information. 
But it is up to the programmer to 
tell the machine just where the in- 
formation comes from, what is to 
be done with it, and where the in- 
formation is to go, e.g., back to the 
memory or on to the output. The 
efficiency of a computer in dealing 
with a particular problem depends 
to a large extent on the skill of the 
programmer.® 

Computers understand and op- 


* There are some computers, called ‘“‘special 
purpose computers,” which are programmed by 
internal wiring. These are capable of carrying 
out only very specific operations; the program 
is built into the computer. Two examples are 
the American Airline Reservisor and the John 
Plain Inventory Computer. 
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| Here's what a computer is (Continued) 





erate by using a code language for 


| communication both with the out- 


side and between their component 
parts. The programmer has to con- 
vert all source data into the ma- 
chine language and then prepare 
the instructions for the computer. 
The instructions, which are also in 
the code language, tell the ma- 
chine the sequence of operations, 
the output information required 
and the form it is to take (e.g., 
card or printed output. ) 
Programming is a taxing and te- 
dious job; if it is to be done well, 
the programmer must know the 
capabilities of the computer. For 
example, knowledge of the length 


| of the access time can be used 
| advantageously. Proper program- 


ming, called “optimal coding,” can 
reduce the time taken for a par- 
ticular problem by a factor of five. 
It may even be possible to produce 
a working program for a problem 
which at first seemed impossible 
owing to the memory limitations 
of the computer. 

Since it requires so much time 
and effort, programming tends to 
be expensive, and it is therefore 
not often economically sound to 
plan a “single run” problem for the 
computer. The actual computer 
cost of performing the calculations 
may be very low, but the opera- 
tion may require weeks of effort 
on the part of the programmer. 

It should be remembered that a 
computer requires a staff of opera- 
tors, programmers, coders, clerks 
for data reduction, and a mainte- 
nance staff (the last named sup- 
plied by the manufacturer if the 
machine is rented ). While comput- 
ers can and do reduce staff re- 
quirements, they do not do away 
with staffing problems altogether. 


Can a computer help you? 

Is there an ultimate advantage 
in applying a computer in your 
business? The advantages may be 
direct—lower payrolls or, better 
still, lower net operating costs. 
Less obvious advantages may be 
obtained if a computer gives 
faster and more accurate reporting 
at the same or even higher costs, 
or if it provides the business with 





vital information which was previ- 
ously unobtainable (see box p. 47). 

For a system to be truly effi- 
cient, the computer must be used 
in its most effective way commen- 
surate with the needs of the user. 
There is a wide range: of commer- 
cial computers, each with some- 
what different characteristics, and 
many manufacturers are prepared 
to build special computers for cus- 
tomers’ needs. There is no need 
to give up information to fit the 
method to a particular machine, or 
to make the machines follow the 
existing method. 
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It is possible to make quite ac- 
curate estimates of the potential 
and costs of a computer in a par- 
ticular application or group of ap- 
plications. These estimates can, of 
course, be only as accurate as the 
detail and scope of the analysis 
permits. The study should there- 
fore include a complete survey of 
the system in terms of the goals 
and demands. Since a computer 
does only what it is told to do, it 
adds no knowledge or insight to 
the routines that it processes. Very 
often, therefore, if a computer is 
used merely to carry out the exist- 
ing procedures in their present se- 
quences, it will prove to be more 
expensive and/or slower than the 
existing methods. It is quite possi- 
ble for a mere simplification of 
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Use of Recordak 35mm Microfilm in Filmsort aperture cards brings new efficiency to your drafting room 





NEW RECORDAK PRECISION ENGINEERING DRAWING SYSTEM 


Destined to change 
drafting room procedures 
the world over! 


Important Recordak discov- 
eries in 35mm microfilming 
techniques and quality control 
greatly increase the scope of 
aperture cards. Simplify filing, 
reference, printmaking, and dis- 
tribution in all drafting rooms 
large and small. 

Now, for the first time, engineer- 
ing drawings, prints, specification 
sheets—all sizes, all ages, all colors 
—can be reproduced uniformly, 
without loss of detail, on low-cost 
35mm microfilm. 

Picture, if you will, a faded blue- 
print with white lines; a soiled 
tracing with gray lines; a mottled 


brown Van Dyke with yellowed 
lines; a spirit duplicator copy with 
purplish images: From this assort- 
ment of negatives and positives you 
get white on black negative 35mm 
copies—with needle-sharp line de- 
tail and amazingly uniform back- 
grounds. (Background densities are 
controlled within 2/10 of 1% on the 
A.S.A. neutral density scale.) And 
this magic is performed—not with 
70 or 105mm film—but with low- 
cost Recordak 35mm microfilm. 


The next step in the new Recordak 
System—putting one or more 
frames of these superb 35mm repro- 
ductions in punched, tabulating, or 


other standard cards—gives you an 
active drawing file which saves en- 
gineering time, steps up efficiency. 


How Recordak System 
cuts costs 


|_| Decks of cards replace acres of files. 
Now you can keep thousands of draw- 
ings at your fingertips in uniform trays. 
Save as much as 95% of floor space 
and cabinets now required for inactive 
or superseded drawings. 

Drawings can be filed according to 
sequence number—impractical or im- 
possible before when drawing size varied 
from small to large. 
|_| Referenceis faster. Your Recordak 
35mm Filmsort aperture cards can be 
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Recent Recordak improvements in 
35mm microfilming techniques and qual- 
7 ity control make new system possible 


checked immediately in a specially de- 
signed film reader, next to your draft- 
ing board. 

SS | You get prints faster. Having ap- 
erture cards at your fingertips also pays 
off whenever prints are needed. En- 


a . ° 

largement prints are made directly from 
> the cards in seconds using photographic 
-# 
=. or electrostatic methods. 
e 


| Lowers distribution costs. Pays to 
ship Recordak Filmsort aperture cards 
—instead of blueprints—to branches, 
e repair depots, subcontractors. They en- 
joy the advantages cited above. You 
speed distribution, slash mailing costs. 

| Gives you low-cost protection 
Duplicate film copies can be made from 
the master film or aperture cards and 
vault-stored at low cost. An impossi- 
bility with bulky drawings. 


m 


Improves print quality 
The quality of the Recordak 35mm 
hlm images is so exceptional that 
enlargement prints made from them 
will be as readable as the originals. 
You are invited to compare their 
quality with prints you are now 
getting from your original tracings 
or intermediates of any type. 

Fills urgent need 

In large companies and govern- 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 
originator of 
modern microfilming — 
now in its 30th year 
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Drawings and prints of all ages, sizes 
and colors are reproduced uniformly on 
Recordak 35mm Microfilm 


ment agencies the problem of stor- 
ing, distributing and protecting 
engineering drawing files is, of 
course, more acute than in the 
smaller ones. 

In these large organizations, 
further economies can be realized 
by correlating the use of Recordak 
Filmsort aperture cards with mech- 
anized filing, sorting, duplicating 
and enlarging systems. 

New system hailed 

by engineers and draftsmen 
Already many well-known compa- 
nies have launched programs em- 
ploying Recordak’s new system. 
You are cordially invited to make 
any comparison, to make any test. 
No obligation whatsoever. 

Free booklet gives full details 
Must reading forevery engineer and 
draftsman explains the new 
Recordak System in detail. Shows 
how you can bring its advantages to 
your drafting room using your own 
Recordak equipment and following 
Recordak procedures. Or by calling 
on Recordak’s Technical Service 
Department to do the complete job. 


a trademark 





Decks of cards replace acres of files— 
thousands of microfilmed drawings can 
be kept at the fingertips 





Reference is faster—any microfilmed 
drawing can be checked immediately in 
a specially designed reader 








Enlarged paper prints can be made in 
seconds directly from aperture cards 














c------- MAIL COUPON TODAY ————— _ 5 
| 
| RECORDAK CORPORATION | 
1 415 Madison Avenue, New York City 
Gentlemen: Send free booklet describing new Recordak | 
| Engineering Drawing System. No obligation whatsoever. | 
| c-10 | 
Name Position 
Company 
: Street eee ee ee © 
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Tae £el! 
REGULARLY ADDRESS 
5 OR MORE CARTONS 
PER SHIPMENT... 


you can save money and avoid costly 
errors by addressing multiple shipments 
as a by-product of office procedure. 


AS A BY-PRODUCT OF OFFICE PROCEDURE 


You can prepare STEN-C-LABLS at 
the same time as your invoice, order or 
bill of lading, whatever your procedure 
or equipment—manual or electric type- 
writers, electric billing or accounting 
machines, Card-o-type, Teletype or 
Flexowriter. 


ADDRESS DiRECT TO CARTON, LABEL OR TAG 


Shipping department makes unlimited 
impressions with STEN-C-LABL Appli- 
cator direct to PANL-LABL on carton or 
to printed gummed labels or tags. All 
addressing errors, mis-shipments and 
repetitive writing are eliminated. 


THOUSANDS OF DOLLARS ARE 
BEING SAVED BY PRESENT USERS 


< 





Write today for FREE BROCHURE 
showing detailed operations and 
actual installations of STEN-C- 
Last method of addressing mul- 
tiple shipments. 


STEN>C-+LABL, INC. 


‘Dept. MM-10, 2285 University Ave. St. Paul 14, Minn. 
Protected U.S. Pa. No, 2,711,026 
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be SAFE TRAVEL 
Gaclt-Ju POCKET 


carries I.D.P. Tape 
as part of your 


LITHOSTRIP 
o LITHOSET 


POCKET FORM . 





Smart? You bet! Simple? Take c¢ look! Per- 
fect transportation keeps your important 
1.0.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS ... on the back of any 
copy in your Continuous or Unit Form sets. 


FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 
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existing routines to lead to greater 
reduction in operating costs than 
can be obtained by the introduc- 
tion of today’s computers. Several 
such instances have been reported. 
At other times, the analysis has 
shown that present volumes of 
business are too small for the use of 
the larger machines, while the in- 
termediate size machines offer no 
savings. 


Some computer applications 

The earliest use of modern com- 
puting methods in industry was in 
scientific and technical applica- 
tions. There is, however, a “scien- 
tific” use of computers which is of 
immediate interest to management 
and which should be dealt with 
together with the more commer- 
cial applications. This is the use of 
computers in Operations Research, 
the name given to the use of scien- 
tific techniques to assist in the 
solution of management problems. 
Since Operations Research at- 
tempts to aid management by us- 
ing many methods and techniques 
which have been developed in 
other branches of science, it often 
requires the solution of mathemati- 
cal equations. 

A computer will provide the an- 
swers to complicated mathematical 
problems involving a large number 
of variables, which were once con- 
sidered too difficult or tedious for 
solution. By using computers, Op- 
erations Research can now solve 
such problems as are associated 
with inventory and _ production 
control, warehouse allocation and 
other distribution headaches.! 

Other problems for which acom- 
puter often provides solutions are 
those which may be too difficult 
for mathematical formulation. By 
reproducing the elements of the 
problem, it is possible to create 
a mathematical/statistical model of 
the system under study and to ob- 
tain trial results using the actual 
statistical distributions. This ap- 
proach, which is called the “Monte 
Carlo Method,” has proved useful 
in improving the efficiency of 
freight yards,? terminals and pro- 
duction facilities. 

The computer allows problems 


which were once considered too 
formidable, to be studied in almost 
complete detail. The problems of 
scheduling orders in a machine re- 
pair shop or of the flow of petro. 
leum products through a pipeline 
fall into this category. The com- 
puter can treat the extreme varia- 
bility in repair orders or in petro- 
leum demands, and make decisions 
that will take account of changes 
in the plant or changes due to 
“failures” in machinery or _per- 
sonnel. 

Modern computers are being 
used in many commercial and ac- 
counting phases of business and 
industry. A typical example is 
provided by payroll accounting. 
The size of the machine required 
depends on the number of employ- 
ees concerned, the complexity of 
the wage system (taxes, other de- 
ductions, incentive, piece or time 
rates), and the other uses to which 
the machine will be put. General 
purpose computers are also being 
used for many other commercial 
operations: to perform many ac- 
counting functions, including bill- 
ing, invoicing, etc., and to prepare 
control reports for management. 

Some large companies use several 
small or intermediate size comput- 
ers, each performing a_ specific 
function. Others are planning to 
use a single large computer to ful- 
fill many functions.* There is much 
to be said for both approaches; the 
actual decision, of course, depends 
on the outlook and plans of the 
company involved and on how the 
various functions are related. 

Special purpose computers are 
being used to perform special 
functions, which are generally of 
the “on-line” type. These require 
immediate access to information 
stored in the machine and the abil- 
ity to keep the information up-to- 
date. The booking of reservations 
is one example of an “on-line” op- 
eration. Railroads and airlines sell 
a product that has a high value 
until the train or plane departs: 
after that, the space has no value 
at all. Overselling space may, at 
times, be even more costly than 
leaving a vacant seat. A computer 
exists which will keep an up-to-the- 
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Now you can get Fine quality 


Printing in 5 Colors 
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Spirit Duplicators 


ith the amazing new 
REX.O-GRAPH Duplicator you 
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ae No messy stencils 
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to 14x 17”. . . prints in up to 
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All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 

Sizes: letter, legal, 
deposit slip, tab card 
10 others. 

There’s a dealer 
near you — or write 


CONVOY, Inc. 
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minute record of available space,* 
and the inventory record is cor- 
rected immediately after space is 
sold. Other computers are being 
used to maintain up-to-date inven- 
tory records in the shoe industry, 
in production assemblies, of spare 
parts in a plant® and in certain 
departments of large stores. 

Work is now in progress to de- 
velop a point-of-sale input device 
in direct communication with a 
large inventory computer. This has 
great potential in large depart- 
ment stores and wherever large- 
scale warehouse and spare-part op- 


_ erations are conducted. It is hoped 
that this device may prove work- 


able in smaller firms, which are 


_perhaps in greater need of im- 
| provements in accounting and con- 
trol. A bank computer for reading 


information from checks and other 
commercial papers, and keeping 
up-to-date account records, has 
been reported. This computer 
reads magnetic information off the 
returned checks, and an operator 
adds certain other information for 
the machine to record and manip- 
ulate. Several manufacturers are 
developing input devices which 
can read printed information from 
checks, tickets, invoices, etc., and 
convert it into machine language 
for manipulation by the computer. 


| Looking at the problem 


Studying the potentialities of 
computers in a business requires a 


| great deal of time and effort. The 


| computers. 


planning group preferably should 
consist of a few company person- 
nel, who are responsible for the 
operations to be examined, to- 
gether with one or two people who 
are thoroughly familiar with the 
characteristics and capabilities of 
If there are no com- 
pany personnel who are familiar 
with data processing, a consultant 
may be called in, or company per- 
sonnel may be trained. There is a 


| mass of literature available on the 


subject, and _ excellent training 
courses are given by many univer- 
sities and computer manufacturers. 
Further, since the staff who will 
eventually operate the system will 
require specific training anyway, 


| the planners can participate in an 


internal training program under 
the direction of those who have 
had computer experience. 

At the very outset, the planning 
group should determine what is 
expected of the computer. Clear 
analytical thinking at this stage 
will lead to simplifications which 
will be of great advantage, whether 
a computer is eventually installed 
or not. 

An analysis is required of the in- 
formation flow and manipulation, 
not in terms of present practice but 
of the most efficient operation. The 
planners are thus looking for du- 
plication, unnecessary steps and 
bottlenecks in processing. This is 
best done with the help of flow 
charts, which are more meaningful 
than organization charts, since they 
describe what is actually done in 
each department, and how the 
various departments communicate 
with each other. The flow must be 
analyzed in great detail to obtain a 
complete description of what is the 
essential information, how it is 
changed en route and what the se- 
quence limitations are, if any. Per- 
sonal interviews with heads of 
departments are required to deter- 
mine what is done with the infor- 
mation at each stage, and the 
extent to which it is really needed. 

Once this has been done, the 
planning group is in a position to 
consider modifications to the flow 
chart. Any duplication of effort 
will be apparent and should be 
removed; changes in sequence 
should be made where they will 
save time and/or personnel. The 
knowledge of computer techniques 
now becomes useful. The group 
can consider revisions of method 
and sequences which are in accord 
with computer techniques. This ex- 
tends to a consideration of more 
direct methods of feeding input in- 
formation and of the form of the 
various output reports. 

The work of the planning group 
should be carefully scrutinized by 
high level operating personnel, to 
ensure that no vital reporting is 
omitted. 


Selecting the computer 
The planning committee is now 
in a position to consider the selec- 
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what | turn out in one hour 


with the new A.B. Dick offset duplicator" 
Two thousand new product pages, complete with photographic 
illustrations. Six months’ supply of personnel forms. Enough 
new price lists for the next quarter. A special billing department 
form letter. And a whole year’s inventory of medical forms. 
Thousands of copies in all. . . and all in just one hour with the 
new A.B. Dick Model 350 offset duplicator. Never has offset 
duplicating been so fast, so versatile, so easy! 

For more information simply mail the coupon below. Or better 
still, visit your nearby A.B. Dick Company distributor. He’s 
listed under Duplicating Machines in the classified section of 
your phone book. 


DUPLICATING PRODUCTS 
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The A. B. Dick offset 
duplicator, Model 350, 
replaces guesswork with 
exclusive Aquamatic con- 
trol. Assures maintained 
balance of ink and water 
essential for steady pro- 
duction of top quality 
copies . . . automatically. 


A.B. DICK Company 
5700 West Touhy Avenue, Chicago 31, Illinois 
Please send more information about the new offset duplicator 


that means more copies . . . more kinds of copies ... in less 
time! 
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FREE STANDING STEEL 
OFFICE PARTITIONS 


Divide your present space with 
PARTITIONER and your personnel 
can reach peak productivity in the 
privacy of individual working areas. 
PARTITIONER impresses clients, 
builds company morale. 


Modern decor colors, low cost, flexible 

. rearrange any time, take them 
when you move. Our space engineers 
will gladly help you plan an efficient 
layout with PARTITIONER. 

Write today for complete literature ! 
MARNAY SALES DIVISION 
ROCKAWAY METAL PRODUCTS CORP 
1270 Broadway, New York 1, N. Y. 
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tion of the computer. By this time, 
a complete library of computer 
handbooks and catalogues has been 
collected, and the group is already 
familiar with the characteristics of 
the major computers. It is often 
wise to consult the manufacturers 
direct, since they can be very help- 
ful regarding the most recent de- 
velopments and modifications in 
equipment. 

The manufacturers are __ inter- 
ested in all possible computer ap- 
plications and in any special re- 
quirements; to a large extent, the 
needs of the customers determine 


_ the revisions made in later models. 


Further, their engineering and 
sales staffs have valuable experi- 
ence in installing computer systems 
which they are more than willing 
to put at the customer's service. 

In comparing different comput- 
ers, the factors to be considered 
are flexibility, ease of operation 
and reliability and maintenance, as 
well as cost, speed and input and 
output devices. In general the com- 
puter selected should be able to 
handle reasonable overloads to al- 
low for seasonal fluctuations and 
the expected growth in business 
volume. Alternatively, it should be 
capable of being coupled with ex- 
tra equipment to handle these 
overloads. Very often, however, 
the overload can be handled at 
very low cost during an added 
shift. If the computer is expected 
to give “on-line” service, it must of 
course be able to handle the over- 
load directly. The planning group 
must therefore consider the antici- 
pated growth in volume, at least 
for the amortization period if the 
computer is purchased outright, or 
for the contract period (plus an 
amortization factor for change- 
over costs) if the machine is 
rented. 

The justification of a computer 
requires the same sort of analysis 
as is needed for the justification of 
any capital investment in a busi- 
ness organization. The costs, ad- 
vantages and disadvantages of 
both the old and the new methods 
of operation must be compared 
and assessed. When a system is 
changed, there are always certain 


conversion costs which must be at- 
tributed to the new system. These 
include the retraining of personnel, 
dismissal costs, waste of the stocks 
of older printed material, etc. In 
some instances the conversion cost 
will be quite high, perhaps on the 
order of six months’ machine rental. 

The cost of the old system is pre- 
sumably known in great detail. At 
this stage, good estimates of the 
running costs (including mainte- 
nance, personnel and forms) of the 
new method should also be avail- 
able, together with an estimate of 
the capital costs. In a period of 
rapid change, such as is now in 
progress in computer develop- 
ment, one must consider a short 
amortization period for purchased 
equipment, say five to seven years. 

If a computer system is to be 
justified on the basis of money 
savings alone, then the cost esti- 
mates should show savings over 
such a short period. This does not 
imply that the system will be out- 
dated at the end of that time; it 
merely takes into account that 
new developments may allow even 
greater savings in the future. 

Some potential users are taking 
the attitude that, in view of the 
rapid developments in the com- 
puter industry, they will wait for a 
computer that is absolutely “ideal” 
for their needs. While they may 
eventually get a machine which 
they consider ideal, they will not 
be making use of the advantages 
and possible savings available now, 
and may fall far behind. It is only 
by considering computers now, 
and making his needs known to 
the manufacturers, that the poten- 
tial user can help formulate the 
characteristics of future computers. 
Further, both management and 
staff will be familiar with computer 
techniques and methods, and will 
be in a better position to take ad- 
vantage of the inevitable develop- 
ments. m/m 
(1) Proceedings of Conference on R. R. Com- 
munications. Railway Systems and Procedure 
Association. 

(2) R, R. Crane, F. B. Brown and R. O. Blanchard, 
Jnl. Oper. Res. Soc. Am., 3, 262 (1955). 

> 8. F. Osborn, Sales Management, February 
(4) M. L. Haselton and E. L. Schmidt, Electrical 
Engineering, pp. 1-6, July 1954. 

(5) Electronics, p. 20, August 1955. 


(6) Automatic Control, p. 29, November 1955; 
Electronics, p. 20, August 1955. 


MANAGEMENT METHODS 








1 Sateen. a7 2551 





LAER RS SHEN 


EAMERAON SL 


wie 





m- 
ire 


rd, 


iry 


cal 


DS 


Ree eng tt 


ARISE IDO 


Lme GIANT STEP FORWARD 











How a bank 
will post 
daily changes 
into 700,000 
stockholder 

records in less 
than 1 hour! 
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This new Electronic Data Processing System solves 
the paperwork problems of large-scale business — 


LEADING BANK. The DATAmatic 1000 will update 
700,000 stockholder records, 100,000 deposit accounting 
records, 8,500 personal trust records and 65,000 install- 
ment loan accounts daily. Sample performance: Post an 
average of 4,000 daily changes into 700,000 stockholder 
records in less than one hour! 


LARGE MANUFACTURER. The DATAmatic 1000 will 
compute and integrate production schedules and maintain 
inventory records for 100,000-unit weekly output (involv- 
ing 8,000 basic types of devices and 15,000 part numbers) 
- .. compute payroll for 14,200 employees . . . perform 
labor distribution accounting for 8,000 production work- 
ers. Sample performance: Process an average of 25,000 
daily transactions in 2 hours! 


HOSPITAL-MEDICAL SERVICE ASSOCIATION. ‘The 
DATAmatic 1000 will maintain up-to-date 1,600,000 sub- 
scriber records, and process transactions such as billing, 


IN BUSINESS DATA 


PROCESSING 
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service reports and posting of receipts. Sample perform- 
ance: Process an average of 25,000 daily transactions in 
2 hours! 





What sold these businesses on the DATAmatic 1000? Its 
amazing speeds, of course .. . but above all, the fact that 
this is the system designed specifically for business. All 
elements of the DATAmatic 1000 — processing speeds, 
file capacity, flexibility, reliability, ease of programming 
— are perfectly combined for handling an almost limit- 
less variety of large-scale operations. 


Your organization may well find the DAT Amatic 1000 
ideal for cutting costs of office processing work . . . and for 
providing management with accurate up-to-the-minute re- 
ports on which to base daily decisions. If you are considering 
any large-scale data processing program, you will want to 
evaluate the DAT Amatic 1000. Our applications engineers 
will be glad to discuss your requirements. Courses of instruc- 


tion and programming are available. Write for details. 
= : * 17 2 Le 
: 2 3 3 7 (fa 
AAT. | 
CORPORATION 


151 Needham St. + Newton Highlands 61, Massachusetts 
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WHAT’S IN HIS BOW THAT MAKES 
YOUR LETTERS REACH THE MARK? 


What do you find in the finest bows? 
Hardwood. What’s the secret of making 
finer bond paper? Hardwood, if you can 
find how to use it. And Hammermill has 
—with an exclusive hardwood pulp called 
Neutracel® that makes fine paper finer. 

With Neutracel, Hammermill is now 
making finer paper than was ever possible 
with softwood alone. Blending Neutracel 
with other quality pulps knits al) the 
fibers together more closely to give 
Hammermill Bond the smoother, more 
uniform surface you need for better-look- 


ing business letters. See the picture at the 
right. There’s less of the show-through 
that distracts readers. Greater bulk — for 
that important snap and feel. A better 
typing surface to please your secretary. 
fou'll find Hammermill Bond scores 
higher on every count. Next time you 
order letterheads or business forms, be 
sure you get Hammermill Bond. 
Hammermill Paper Co., Erie, Pa. 





Printers everywhere use Hammermill 


papers. Many display this shield. 
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with Neutracel’s finer fibers 
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How to get action 


from a group 


People working together is the basis of most business action now. But 


It is an unques- 
tionable fact that some executives 
work well together, others don't. 
How to predetermine productive 
working partners is a problem fac- 
ing a growing number of admin- 
istrators, particularly those in firms 
where committee decisions and 
group effort have become a man- 
agement necessity. 

A study conducted by a Harvard 


how can you tell which people will work best together? 


Here are the results of a research study that points to the answers. 


psychologist provides some helpful 
guides. An application of his find- 
ings will help you in organization 
planning and in selecting men for 
group-action projects. 

The psychologist is William C. 
Schutz. As a result of his research 
he has developed a series of tests 
called Fundamental Inter-personal 
Relations Orientation (FIRO, for 
short). 


More than just a_ personality 
evaluation, FIRO is designed to 
assess the compatibility of any 
group of men. How well, for 
example, will he get along with 
others on a small committee? By 
pretesting individuals and_ then 
deliberately throwing them to- 
gether in both compatible and in- 
compatible committees, Schutz has 
demonstrated that compatible com- 


WHICH ONE DO YOU WANT ON YOUR COMMITTEE? 











The need for group effort and committee decisions makes it desirable 
that you choose men who can work well together around the same table. 
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mittees accomplish more work 
more quickiy than incompatible 
committees of equal intelligence. 

Obviously, then, when you have 
a business problem that requires 
committee action, a solution will 
be arrived at more rapidly if the 
committee is selected on the basis 
of how well the individuals get 
along together. 


Tests for good teams 
How do you go about finding 


out which men in your organiza- 
tion are best suited to work to- 
gether? Dr. Schutz’s procedures 
suggest a number of questions you 
can ask yourself about each man. 
Basically, these questions are de- 
signed to probe into three funda- 
mental areas of human psychology. 
These are: 

Affection: How important is it 
for the person that he be liked? 
Is he genuinely friendly, over- 
friendly, or unfriendly? 

Independence: How strong is 
the person’s desire for rules and 
authority? Is he submissive, rebel- 
lious, or capable of accepting or re- 
jecting authority as each course is 
appropriate? 

Inclusion: Does the person feel 
that other people are genuinely in- 
terested in him? How does he feel 
about being included in the group? 
Does he participate a great deal, 
moderately, or not at all? 

So far, the experimental work 
has shown that the first area—af- 
fection or emotional response—has 
the strongest bearing on group 
compatibility. The more similar 
individuals are concerning their 
needs in this area, the more com- 
patible the group will be. 

Three types within the emo- 
tional response field have been 
designated as “overpersonal,” “per- 
sonal,” and “counterpersonal.” 

The overpersonal individual 
wants, above all, to be liked. Every- 
thing is secondary to that over- 
powering need. Thus the overper- 
sonal man will act in a manner 
calculated to please most of the 
people most of the time. The work 
to be done by the committee is less 
important to him than winning the 
approval of the group. 
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FIRO tests have been adminis- 
tered to Harvard students, Navy 
enlisted men and—by Arnold 
Abelow, one of Dr. Schutz’s stu- 
dents—to the members of a Boston 
street gang who had been “work- 
ing together” for several years. 

The FIRO tests include a series 
of written questions which reveal 
the feelings and actions of indi- 
viduals in a variety of group situa- 
tions. A 10-minute self-description 
questionnaire is employed. 

Objective tests have been used 
to check the validity of the ques- 
tionnaire itself. These include 
logical puzzles, group construction 
of toys with parts and diagrams 


Mt 


provided and a “war game” 


similar to chess, in which pieces 





Tests mark reactions to group situations 


on the board represent aircraft. 
One group’s planes defend an 
aircraft carrier, while the other 
group attempts to sink it. In these 
contests, each group must decide 
on its move within 30 seconds. 
Under these pressures, teams 
made up of compatible members 
have been found to beat incom- 
patible teams 86% of the time. 
With common-sense  adjust- 
ments for situation differences, 
FIRO tests can be applied to 
many routine business problems. 
Caution should be employed, how- 
ever, since the mere fact of com- 
patibility in a group, permitting 
it to arrive at decisions quickly 
and easily, does not necessarily 
guarantee that the conclusions so 
reached are always correct. 








At the other end of the pole is 
the counterpersonal man. This man 
cares little or nothing for the per- 
sonalities involved in the group. 
He withdraws from personal rela- 
tionships and frequently is consid- 
ered a cold fish. He is concerned 
solely with the assigned task; he 
concentrates on what is being done, 
not on who is doing it. He is un- 
concerned with others’ reactions to 
his “all work and no play” attitude. 

In the middle is the genuinely 
personal man. This man is relaxed 
in his relations with other people; 
he feels no overwhelming need to 
seek approval from without, or to 
insulate himself against possible 
disapproval. 

In selecting members of a com- 
mittee, the personal man can al- 
ways be included, while either the 
overpersonal or the counterper- 
sonal individuals may occupy the 
remaining chairs. Trouble starts, 
however, when both overpersonal 
and counterpersonal men are asked 
to work together. 

Each type unconsciously desires 
a different committee relationship; 


each attempts to establish differ- 
ent work methods. As a result, the 
members’ time and _ emotional 
energies are wasted on adjusting to 
each other, instead of concentrat- 
ing on the assigned task. Occasion- 
ally, instead of an adjustment, open 
conflict results, and the committee 
finds it impossible to function ef- 
fectively. 

When selecting men to serve on 
a committee, or to work together 
in any other way, the executive 
should look beyond the surface 
and ask himself whether Jones is 
really a hearty, friendly man, or 
simply a superficial glad-hander 
who appears friendly towards all 
but is, in reality, close to none. 
Does Smith participate freely in 
discussions, expressing his own 
ideas, or does he remain silent un- 
less to criticize or agree with a 
suggestions put forth by others? 

An astute executive, armed with 
a little foreknowledge and an ob- 
serving mind, can learn to assess 
his men, not only for their intel- 
lectual abilities but for their FIRO 
as well. m/m 
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“We cut receiving paperwork 68% 
this new Ozalid one-writing way!"’ 


IT ALL STARTED ONE DAY LAST YEAR... IT’S SIMPLE! RATHER THAN WRITING UP LENGTHY REPORTS, WE USE THIS 
WE'VE JUST GOT TO BREAK THE JAM IN OUR RECEIVING DEPARTMENT ! DO YOU peeping hie Sipriegeriog Retscciors Nigerian ie yD. at 
KNOW WE HAVE STOCK ON THE FLOOR OVER A WEEK—AND NO REPORTS OUT YET! CLERK WRITES IN THE SHIPMENT DATA. THEN IT GOES TO NANCY, 
' sieaanaedeaal BACK THERE, FOR OZALID COPYING. 
ee ™ 
YOU OUGHT TO COME OVER AND SEE THE NEW SYSTEM 
WE HAVE! NOT A BOTTLENECK SINCE WE STARTED. 
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IT'S A GOOD SYSTEM. JUST TAKES A FEW SECONDS IT’S FAST ALL RIGHT. REPORTS THIS OZALID METHOD AS A MATTER OF FACT, OUR ORDER 
TO MAKE AN OZALID COPY. REWRITING USED TO TAKE ARE OUT ALMOST AS SOON REALLY MAKES SENSE! DEPARTMENT LIKES IT SO MUCH, THEY'RE 
HOURS. AND NOBODY COULD READ THOSE CARBONS. AS THE STOCK ARRIVES! j PUTTING IN THEIR OWN OZALID SYSTEM! 





Y 
SEND COUPON FOR FULL SAVINGS STOR 


ee 


Lowest Cost Per Copy 


Ozalid Direct Copying ends wasteful “‘repeat writing’”’ 
in every department . .. makes dry, perfect copies in 
seconds. And a letter-size sheet of Ozalid paper costs 
you less than a penny—lowest cost per copy of any 
copying process. 


OZALID 


DIRECT |COPY|L SYSTEMS 
oP Y/ 


A Division of General Aniline & Film Corporation 
In Canada: Hughes Owens Company, Ltd., Montreal 


Ozalid, t. J-10 
Pacey, ag eg 


Please send more information on Ozalid one-writing systems 
for these departments: 


ee Purchasing a Order-Invoicing a Accounting 
& Receiving & Production Control C] Engineering 
Name 

Position 

Firm 

Address 


City. 


ee STALL. 
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ORLANDO FLORIDA 
OFFERS YOU MORE 
THAN A LOCATION 


Unlike some areas that have grown in a wild 
blaze like the old boom towns of the West, 
Orlando’s growth has been skillfully guided by 
down-to-earth businessmen. 


Each phase of expansion — utilities, streets, 
parks, finance and industrial development, not to 
mention the City government — has been han- 
dled by terms of active businessmen. 


Industrialists who have investigated Orlando 
have been aware of this planned progress and, 
with climate as an extra inducement, have chosen 
Orlando as their point of action. 


These growth companies in Orlando include the 
Martin Company; Combustion Engineering, Inc.; 
the Gas Processing Division of the National Gas 
Cylinder Co.; Aerojet-General Corp.; and Radia- 
tion, Inc. Satellite industries and services have 
followed. Other companies such as Florida 
Fashion and Tupperware Home Parties, Inc., 
have been successfully established here for 
several years. 


If your company is planning to expand to the 


South write to the Orlando Industrial Board for 
Industrial site information. 


ORLANDO INDUSTRIAL BOARD 


Room 14, City Hall, Orlando, Florida 
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New examples 
In 


tax reduction 


EDITOR’S NOTE: A year ago “Management Methods” 
published a few representative samples from the book, 
“Working with the Revenue Code in 1956.” This fact- 
filled little book was published by the American Institute 
of Accountants. It consists of a collection of over 200 
topically indexed tax tips selected from “The Journal of 
Accountancy’s” Tax Clinic. Now the AIA has brought out 
a new edition of the book, expanded in content by 50%, 
and titled “Working with the Revenue Code—1957.” Valu- 
able as a reference guide, this volume can also be used 
as a source of ideas for tax-savings. Here are some excerpts. 


Workinc WitH THE REVENUE CopE—1957, edited by 
James J. Mahon. American Institute of Certified Public 
Accountants, 270 Madison Ave., New York 16. 1957. 
192 pp. $3 cloth; $2.25 paper 


Increasing common stock 
interest of corporate officers 


Reshuffling may be accomplished as tax-free recapi- 
talization. 


T. T. Shaw, CPA, Arthur Young & Company, New 
York City, points out that under proper circumstances, 
a recapitalization may be used as a tax-free method 
of increasing the common stock interest of corporate 
employees active in company management. Example: 
X Corporation has outstanding 1,000 shares of no par 
common stock. A owns 300 shares, B owns 560 shares, 
and C, who is not active in the management of the 
company, owns 140 shares. A, the most active corpor- 
ate officer, is dissatisfied with his proportionate inter- 
est and B agrees that he should have an approximate 
40 per cent common stock interest. Accordingly, the 
charter is amended to permit the issuance of $100 par, 
4% preferred stock. A sufficient number of B’s and 
C’s shares of common stock are then exchanged for 
the new preferred stock to give A the desired 40% 
common stock interest. 

In 1954 the Revenue Service ruled (Rev. Rul. 54- 
13) that this exchange was tax free under the 1939 
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Experienced tax authorities tell you how 
they've handled problem cases under 
the Tax Code. Compare your practices— 


and your interpretations—with theirs. 


Code. The Service expressly refrained from ruling on 
side issues, such as whether the exchange resulted in 
payment of compensation or the making of a gift. 
Under the 1954 Code the exchange would appear 
to be likewise tax free. However, the new preferred 
stock may be “Section 306 stock.” Under the new 
Code, Section 306 stock, on later sale or redemption, 
with certain exceptions, gives rise to ordinary income. 
One exception is a later sale by the estate of a de- 
ceased stockholder, as stock passing at death loses its 
character as Section 306 stock. Hence, classification 
as Section 306 stock would not be injurious if the 
stock were retained until the death of the stockholder. 


Substitution of debt for 
equity in recapitalization 
(From Tax Executives Institute’s 1955 Conference) 

Recapitalizations involving a substitution of indebt- 
edness for equity occasionally were held to be tax 
free under prior law. 

However, there is grave doubt that the same result 
can ever obtain under the 1954 Code’s provisions— 
particularly since exchanging stockholders are taxable 
up to the fair market value of any increase in the prin- 
cipal amount of securities received over the principal 
amount of securities surrendered (Sec. 356(d)(2)(B)). 


Don’t lose a subsidiary’s 
operating loss carryover 


The tax-free liquidation of a subsidiary may preserve 
its expiring loss carryover. 

This admonition comes from Gordon J. Nicholson, 
CPA, Arthur Andersen & Co., Chicago. 

Parent corporations with subsidiaries which have a 
continuing record of operating deficits and which are 
not likely to have earnings in the near future should 
consider a tax-free liquidation or merger of the sub- 
sidiaries in order to utilize the subsidiaries’ unused 
operating losses against the parents’ current taxable 
income. This is especially important where a large 
portion of a subsidiary’s unused operating loss is about 
to lapse due to the five-year carry-forward limitation. 

Timing of the liquidation or merger is important 
because the transaction must be consummated not 
later than the end of the fourth taxable year after 
the year in which the loss arose in order to utilize 
fully the unused carryforward under Section 381. 

For example, assume the following taxable income 
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up to 6,184 Drawer Compartments 
in only 3 sq. ft. of floor space! 
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OFFICE MANAGERS! 
PURCHASING AGENTS! 
SYSTEMS DIRECTORS! 


16 types of Translucent Masters 
available from a_single source o supply 

















Here’s your selection: 


® Available in sheets or rolls. © Translucent to transparent. 

@ 13 Ib. bond weight to ® Single or two process. 
heavy ledger card stock. @ Medium to highest 

@ All sulphite to 100% rag. printing speeds. 


Improve your white printing and direct copy with 
Bienfang’s Masta-Trace and Pata-Trace translucent 
master papers. 


Write for these brochures containing samples and technical data. 


bienfang Products Corp. 


metuchen, n.'j. 
WEST COAST DISTRIBUTOR: 
Pacific States Paper Supply Co., Inc., El Segundo, Calif. ‘ 
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Don’t do it the hard way 
- do it the PRONTO way! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files. 


BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files. 


STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well. 


SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling. 


PRONTO | 
STORAGE FILES 


_ Legal Size $4.55 





















Letter Size $3.70 


Prices slightly higher 
in Texas, Colorado, j 
West of the Rockies and = 


outside the U.S.A. * Check Size $2.50 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N. Y. 
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or losses for B Company, a subsidiary of A Company, 
since its organization on July 1, 1952. 





Fiscal year ended Income 
June 30 (Loss) 
1953 ($100,000 ) 
1954 10,000 
1955 5,000 
1956 (5,000 ) 


Assume further that it was near the end of the 
company’s 1957 fiscal year and management knew 
that the result of operations for 1957 would be a loss. 
The company was not expected to do much better in 
the 1958 fiscal year. 

It was quite evident, then, that a large portion of 
B company’s 1953 loss would never be used to offset 
taxable income since it could not be carried beyond 
1958, and B would not have sufficient earnings to 
utilize it by that time. In this situation, the parent, A 
company, should consider liquidating or merging the 
subsidiary (tax free) in order to utilize the subsidiary’s 
loss. 

The latest date on which the transaction could 
have been consummated without losing any portion 
of B’s 1953 loss was June 30, 1957. Consummated on 
that date, B’s unabsorbed 1953 loss could be utilized 
(to the extent of A’s taxable income) for A’s fiscal 
year ended June 30, 1958. 


Deferred compensation plans— 
a new arrangement 


Clearance by the Service might be desirable to assure 
tax deferral under this type of arrangement. 


From time to time, directors of small companies 
consider deferred compensation plans for executives 
to provide income after retirement. Ideally the plan 
should provide the retired executive with adequate 
security to assure payment but should not create a 
nonforfeitable right to any sums of money. Paul F. 
Icerman, CPA, Icerman, Johnson & Hoffman, Ann 
Arbor, Michigan, suggests that the following method 
may achieve the desired result. 

Suppose Mr. B, employed by a small company he 
does not control, is being paid a salary of $25,000 plus 
a bonus which averages $15,000. He is 55 years old. 
He now enters into a 10-year employment contract 
which provides that his annual salary shall remain at 
$25,000 but that the bonus will be payable in monthly 
installments for 10 years beginning at age 65 when he 
plans to retire. This would mean that at his retire- 
ment, the company could owe him $150,000. 

At the time of the employment contract the com- 
pany would enter into a trust agreement with a trust 
company. This agreement would cause the company 
each year to deposit with the Trust Company a sum 
equal to the amount of the bonus payable to B. All 
income from the funds in the trust would be payable 
to the company in annual (or oftener) payments. On 
the date when B becomes 66, one-tenth of the total 
principal sum will be repaid to the company, this to 
continue annually until the fund is exhausted. The 
company, in turn, is to disburse such payments to B, 
when it would be entitled to deduct the payments 
annually. 

The trust agreement would provide further that in 
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the event the company defaults on any deferred com- 
pensation payment to B under his contract, B may call 
upon the trustee to reimburse him. The trustee would 
notify the company that it had notice of default. If 
the default were not remedied within a suitable pe- 
riod, the trustee would make the payment to B, 
except, if the default occurred on the last payment. 

Mr. Icerman believes that this arrangement may 
give B adequate protection without causing him to be 
taxed at the time the trust deposits are made. B 
would seem to have no rights in the trust, present or 
future—since it merely provides a collateral fund to 
assure performance of the contract. 

However, in view of the Treasury’s long-time in- 
sistence upon the imposition of substantial conditions, 
this new type of plan ought to be cleared with the 
Treasury to assure safety in its adoption. 


Don’t overlook the 
revocable trust 


(From 1955 New York University Tax Institute.) 


In the eagerness of estate planners to save taxes, 
some old-fashioned advantages of the revocable trust 
may be overlooked. 

Assume that the grantor places property in trust, 
reserving the full right during his lifetime to change 
the terms of the trust or revoke it completely. The 
property will be included in his estate for purposes of 
the estate tax. However, it will not pass under his will 
and will not be subject to the various fees and ex- 
penses attaching to property in the estate. 

There may even be an income tax advantage from 
the enjoyment of a stepped-up basis derived from the 
value at the grantor’s death, rather than some lower 
original-cost basis where property is transferred by 
gift. 

U. S. capital gains tax 
offset by foreign tax credit 
U.S. citizens residing in Canada, please note! 

Jerome B. Bachrach, CPA, Bachrach, Sanderbeck 
& Co., Pittsburgh, observes that the foreign tax credit 
computation under Code Section 904 can afford some 
interesting results. 

Assume that a United States citizen is a permanent 
resident of Canada. He has formed a number of cor- 
porations from which he draws substantial salaries 
which qualify as “earned income” as defined by Code 
Section 911 (b). These salaries are taxable in Canada, 
but are exempt from United States tax under Code 
Section 911 (a) (1). He would like to liquidate these 
corporations. 

Under Canadian tax law he will thereby incur no 
tax. If the Canadian tax on his salaries during the year 
of liquidation exceeds the United States capital gains 
tax on the liquidation, no United States tax will be 
payable, even though the capital gains will, of course, 
be includible in his United States return. 

Such gains are considered to be income derived 
from Canada even though they are not subject to 
Canadian tax (GCM 22556). Revenue Ruling 54-15 
concedes that the Canadian taxes paid on the salaries 
may be used as a basis for credit against United 
States tax even though incurred in Canada on Cana- 
dian income exempt from taxation in this country. 

(Continued on page 66) 
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VARY-TALLY 


Rejects . . . inventories . . . sales by items... sizes... 
colors ... work-assignments . .. prices ... whenever you 
need to keep accurate count of details that would other- 
wise be tallied by hand . . . get Veeder-Root’s VARY- 
TALLY, the multiple-unit reset counter that counts 
everything countable. 
Arranged compactly on stands in tiers, Vary-Tally 
® can be supplied in almost any combination or 
.» numbers of counters, right down to single units. 
Write for prices. Veeder-Root Incorporated, 
/ Hartford 2, Connecticut. 
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The use of treasury stock ... 


While proposed regulations would have attempted to 
tax a gain to the corporation in the transaction here 
described, Final Regulations Section 1.1032-1 (a) 
does not. 

Treasury stock which has appreciated in value can 
now be used to pay salaries or bonuses to employees 
without gain to the employer corporation. The em- 
ployee, of course, is taxable on the fair market value 
of the stock received. The employer corporation’s 
deduction for compensation also is based on the fair 
market value. 

However, 1954 Code Section 1032 precludes the 
recognition of gain to the corporation on the issuance 
of the Treasury stock. 


Offsetting capital gains 
(From AICPA’s 1955 Tax Conference ) 


Assume that a taxpayer corporation has a capital 
gain on investments amounting to $50,000. The capi- 
tal gains tax on such amount would be $12,500. If 
the taxpayer purchases a stock just before it goes 
ex-dividend, the taxpayer may, by selling it imme- 
diately thereafter, realize a capital loss, probably to 
the extent of the dividend. If such dividend amounted 
to $50,000, the capital loss on the sale of the stock 
would offset the $50,000 capital gain and the tax- 
payer would pay a tax of only $3,900 ($50,000 less 
85 per cent, or $7,500, x 52 per cent), as compared 
to $12,500. 





The only hitch is that the stock’s drop in value may 
not be exactly equivalent to the dividend. The vary- 
ing factors affecting stock market prices create an 
additional element of risk in the above transaction. 


Converting future income 
into current capital gains 


This acceptable method of tax minimization is also 
available to unincorporated business interests. 


The prohibitively high surtax rates are the common 
foe of most high income earners. Thus, businessmen 
devote as much thought and effort to converting 
ordinary income into capital gains as they devote to 
actually increasing their earnings. 

One method of converting future ordinary income 
into current capital gains is to sell off minority chunks 
of a new business shortly after the business has 
become sufficiently established to reflect potentially 
high future earning power. 

Indeed, the business need not necessarily be in- 
corporated—it may be an individual proprietorship. 
Thus, an individual in a service type of business, for 
example an advertising agency or an accounting 
practice, might be able to develop it sufficiently with- 
in a short time to portend the likelihood of high future 
earnings. At that point the sale of, say, a 10% interest 
in the business to an employee will yield capital gains 
income. Indeed the proprietor’s prerogative of man- 
agement need not be relinquished—he can sell up to 
49 per cent of his interest without losing control. m/m 


it is your guarantee 
of quality...value 
and service... 
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For Swank, with doubled manufacturing facilities 
and growing purchase activities, system improve- 
ment had become urgent. Automated Data Proc- 
essing brought speedy, accurate preparation of 
voucher checks with simplified procedures and 
equipment. Key-punching and verification are 
eliminated as are all individual line postings to 
sub ledgers. Monthly ledger postings are down 
from 17,000 to 150. 


Voucher checks are prepared in advance on a Flexo- 
writer, typing on a 3-part Moore Speediflo form. 
The information comes from master tapes and 
vendors’ invoices. The Speediflo is a pasted form 
and remains together as a unit until payment date, 
and is processed through a checkwriter. A punched 
tape, which is a by-product of the voucher-typing, 





NIAGARA FALLS, N.Y. 


DENTON, TEX. 


has additional functions. Every morning by 10:00 
o’clock, these tapes are processed through a tape- 
to-card punch and an IBM Electric Accounting 
Machine to prepare a voucher register. Later they 
are used for a monthly accounts analysis. 


The Moore man, using Moore facilities, helped with 
scientific design and man- 
ufacture of the 3-part 
Speediflo Voucher form. 


4 Sine dl auto: 
If you would like to read the oe aay 


details in this booklet, write on Pmocessineg 


your Company letterhead to the 
Moore office nearest you. 





KS MOORE BUSINESS FORMS 


Inc 
* EMERYVILLE, CALIF. 
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Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
(Circle number 317 for more information) 
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THE FRENCH DEPUTIES ROARED 
Ye». the Bill to allow women to 
vote was up for a roll call and 

one member pleaded: ‘‘Everyone 
knows there is only a tiny differ 
ence between man and woman!'’ 





NOW! You Will Also Cry: 


‘‘VIVA LA DIFFERANCE!}’ 
When You Compare ON 
the Old Style 3/,” — 
Index Tabbing with \ 


wad wi 1/3” Typerite INDEX TABBING! 


The Difference is Only 1/24” 
7 Y_"" 4 The Thickness of a Thin Dime! 

BUT YOU SAVE 56°, TYPING TIME 
The Tabs & Inserts Are Typewriter Spaced! 
Typists use the line space lever, no soft 
roller is required. 
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COMPARATIVE SIZES 
Shown Above. Note 


how the differance is FREE! If ~ are still buying the old-fashioned 
* %” Size write Dept. 30 today for 


hardly noticeable. 
Free Sample and Insert Strips of the new 3” Size. 


ARB EP ase 200 se, tt cry 1. 


INDEXES 426 S. Clinton St., Chicago 7, Ill. 
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aii: syondor? mode 
3456 Force Quick- 
1 42 - Change Numbering 
. 5 Machines permit in- 
s 4234 » stant changes of 
: en numbers regardless 
cil of sequence. They 


are ideal for numbering bank books, work cards, 
yardage tickets, drug and chemical labels, file 
folders, jackets, coded job tickets. Indicator fig- 
ures alternately colored for easy reference. 
Heavy-duty model has %” figures, available with 
up to 16 wheels. Write for catalog. 
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How to save time 
with new drafting 


technique 


Simplified method produces clarity and frees 
draftsmen from time-consuming details, thus 


providing time for more important work. 


mums A new, simplified drafting plan that 
is being applied by industrial management executives 
from coast to coast is resulting in a slashing of drafting 
time by some 30% to 55%. 

It produces clarity without resort to much of the 
detail work which has conventionally gone into draft- 
ing practices. One authority claims that the new tech- 
nique, widely adopted, could free at least one-third 
of the nation’s 600,000 draftsmen from unnecessary 
work in producing drawings, and that it would enabie 
them to accelerate projects that are now bottle-necked 
in design departments. 

The National Metal Trades Association has been 
conducting a series of seminars and clinics to explain 
the new method. Specialists from such firms as 
American Machine & Foundry Co. and the General 
Electric Co. are conducting the clinics, which are 
being held in key cities throughout the country. 

Key to the new system lies in the adoption of the 
following basic rules: 

1. Use of description to eliminate delineation. This 
should be done wherever three dimensions or fewer 
are used to describe a part. 

2. Use of descriptive terms to eliminate projected 
views. By using the term “diameter” on a side view, 
the draftsman can eliminate the necessity for an end 
view. 

3. Omission of repetitive or elaborate pictorial 
detail. Dotted lines for hidden surfaces may be elimi- 
nated in several views without loss of clarity. 

4, Use of key legends to indicate nuts, bolts and 
other standard hardware, showing the outline only 
where it is necessary to indicate the position of any 
particular piece of hardware. 

5. Use of dotted lines only for clarification. For 
instance, where holes are to be drawn, one view may 
suffice if the size and depth are given in a note. 
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6. Use of symbols to indicate hole sizes. This will 
do away with drudgery, and with inaccuracies where 
the holes are small. 

7. Elimination of crosshatching except where it will 
aid clarification by emphasizing parts that might other- 
wise be hard to see. 

8. Use of center line, with only half of symmetrical 
parts drawn. This eliminates superfluous work. 

9. Avoidance of hand-lettering. When lettering is 
typed on appliques and pasted on the drawing, tedium 
and misspelling are greatly reduced, and uniformity is 
attained. 

10. Omission of arrowheads. By eliminating arrow- 
heads completely, or by using a dot to show the end of 
a dimension line, the same information is more easily 
conveyed. 

11. Use of datum lines. This eliminates the need for 
dimension lines, makes the drawing cleaner and less 
confusing to those in the shop. 

12. Use of freehand sketching as a substitute for 
machine or straightedge wherever possible. For this 
purpose, tracing paper or a board cover may be used. 

All of the rules, of course, cannot be applied equally 
to all industries. However, in general, properly applied 
to individual conditions, the new technique is seen as 
a potent instrument in increasing efficiency, reducing 
manpower needs, raising the level of contentment of 
engineering personnel and effecting considerable 
monetary savings for many firms. m/m 
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Simplified drafting at work: these two renditions are of 
the same piece of equipment, drawn (above) in the con- 
ventional manner and (below) with the new technique. 
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BORROUGHS 
BORITE 


sliding-door cabinets 


the eye of the nation! 


Now, in addition to steel and glass, ‘‘Borite”’ 
doors are available for Borroughs 29” and 
42” sliding-door cabinets. ‘Borite’ doors 
are more than beautiful .. they are light in 
weight, strong and unusually durable. Made 
of an unbreakable composition of plastic 
and fiber glass in a ‘‘Furrow” pattern. You 
have your choice of four modern colors — 
Beige, Aqua Glo, Pinktone, and Citron 
Yellow. Whether you choose a Spring Green, 
Dark Green, Gray or Fall Tan Borroughs 
cabinet, there’s a ‘‘Borite’ color to harmo- 
nize perfectly with it. You must visit your office furniture 
dealer and see the many appealing effects that you 
yourself can create by combining “Borite’ doors and 
Borroughs cabinets. Yes, you'll enjoy being your own 
interior decorator. 


(Circle number 320 for more information) 
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Now Heyer offer 


Push-button Duplicating 


--tt little more than the 
price of some 
hand-operated 
machines 







MODEL 76A 


H 


CONQUEROR 


SPIRIT DUPLICATOR 


s29o95e° 
Plus Tax 


Every office duplicating job can be done 
much more easily on the new Model 76 
Mark II Conqueror automatic electric du- 
plicator. It delivers 110 clear, crisp copies 
per minute in 1 to 5 colors... at a frac- 
tion of a cent per copy. Its constant speed 
produces better and more uniform copies; 
it frees the operator so that the copies 
can be observed; and most important .. . 
there’s no effort on the operator’s part, 
for this new Conqueror runs without watch- 
ing, and even turns off automatically. The 
Model 76 Mark IT offers all this, plus new 
engineering improvements .. . at a price 
that can’t be matched! 


Send for 
this FREE 
Booklet 
TODAY! 


| The HEYER Corporation scited 
1832 S. Kostner Ave., Chicago 23, il. 


Please send FREE 16 pg. booklet on Heyer 
Mark II Conqueror duplicators. 


NAME 
| COMPANY 
| ADDRESS 
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Y Datatron applications shown 


A series of booklets, showing 
applications of Datatron 208, 
has been published by Electro- 
Data, a division of the Bur- 
roughs Corp. 

Discussing such operations as 
payroll, utility billing, invoice 
billing, parts inventory control, 
etc., the booklets set up prob- 
lems to be solved and then out- 
line the methods, procedures 
and equipment recommended 
for such solution. 

Each brochure is clearly il- 
lustrated in both photographic 
and diagrammatic form for com- 
plete clarity. 

For free copies, circle number 
407 on the Reader Service Card. 


a New variable delay line 


A new continuously variable 
delay line, the model 505, has 
been made available by ESC 
Corp. It is designed to be used 
as a component or as test equip- 


SUPERVISORY 
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ment in advanced computer 
and radar systems. 

It can be used as a com- 
ponent in equipment with a 
fixed delay by employing a 
locking device, available from 
the same manufacturer. The en- 
tire delay range of the model 
505 is covered by a single con- 
trol shaft, in 10 turns. 

For further information, circle 


number 408 on the Reader Service 
Card. 


—— stenographer bows 


Designed to work with Strom- 
berg-Carlson’s LARC  (Liver- 
more Automatic Research Com- 
puter) is the same manufactur- 
ers new Charactron, an “elec- 
tronic stenographer.” 

The new readout will display 
and record on film the split- 
second “thoughts” of the LARC 
at a rate of some 15,000 char- 
acters per second, about 50% 
faster than computer readouts 
previously built by the company. 

With the LARC operating on 
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Push-button control over the entire heating and cooling system of the sky- 
scraper of the future is at the fingertips of the building engineer, using this 
“dream panel.” Created by Minneapolis-Honeywell, the center includes a 
slide projection screen that will enable him to see the fan system layout and 
floor plan of any temperature zone in the building. 
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a 24-hour basis, the new “steno” 
will turn out what has been cal- 
culated to be the equivalent of 
the output of 9,000 stenograph- 
ers, working in three eight-hour 
shifts of 3,000 each. 

The only moving parts will 
be dual cameras for recording 
data on 35 mm. film. These will 
be so arranged that one can be 
loaded while the other continues 
to operate, thus providing un- 
interrupted service. 


Gl One-man TV studio 


A one-man television broad- 
casting studio, occupying a space 
of only 10x12 ft., and costing 
less than $15,000 to equip, is 
now available to business firms. 

It is a product of the Halla- 
more Electronics Co., a division 
of the Siegler Corp., Anaheim, 
Calif. The studio can broadcast 
live shows, films or remote pro- 
grams. 

All video and audio equip- 
ment is included in a single 
master control. In addition, the 
studio is equipped with film and 
slide projection equipment, 
audio and record turntable facil- 
ities, all necessary circuits for 
transmitting and a camera which 
can be operated by remote con- 
trol from the master panel. 

The manufacturer states that 
the entire unit can be installed 
by a single workman in a half a 
day, without any special tools or 
equipment. 

Through a series of switches 
and knobs on the master panel, 
the single studio operator can 
control cameras remotely, switch 
from live to film to slide to re- 
mote, and, for the purpose of 
reading news or commercial 
messages, focus the camera on 
himself. 

The new studio has been made 
possible through development of 
a new camera, about one-tenth 
the size of the conventional TV 
studio camera. 

Through the use of this one- 
man TV studio, industrial organ- 
izations can improve effective 
communications with employees 
at relatively low cost. 


For further information, circle 
number 409 on the Reader Service 
Card. 
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JUNE 7,1776 


Here’s a collector’s item that has been 8 years in the making! It’s taken 
that long to collect 1600 pieces of original Connecticut Colony notes, real 
currency in shillings and pence printed and used during the American 
Revolution. All are originals, old and yellow. 

We are embedding this beautiful Connecticut currency in the lids of our 
deluxe clear Lucite cigarette boxes. Here is the most remarkable gift item of 
them all — an executive gift to a customer, an employee award, a sales promo- 
tion. It’s something that will be retained forever. And on orders of 25 or more 
we engrave the recipient's name on the front of the box at no extra charge. 

Smartly gift packed,this great item comes in two sizes, 4” x 3” and 514” 
x 4” (illustrated is the $7.50 box). Would you like us to make up one for you 
with your name engraved? Tell us how many you might like if you approve 
the sample. If you wish you may keep it for which we will bill you at the 
regular price, or return it for full credit. 

Fair enough? Why not drop us a note today while the supply lasts. By the 
way we also have collections of old currency for the Confederate States of 
America, Nebraska Territory, Michigan, Massachusetts, Rhode Island and 
many other states at prices ranging from $5 to $10. 


CREATIVE PLASTICS CORP. s:ony sroox, New vorK 
Ce ee ee eee! 
(Circle number 322 for more information) 
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SPACEFINDERS PAY FOR THEMSELVES 



























SAVE TIME 


Clerks file faster with Space- 
finders, save initial cost yearly. 
These proven savings result 
from unmatched visibility and 
accessibility. 


SAVE SPACE Tie . 
Each Spacefinder gives you 204 $0 PAU CepN pes RH externas 
visible, accessible, filing inches ladeicnidhhbddchhatehlieid 
ae a stack of papers 17 (1 MAui te ee ite 
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SAVE MONEY 


Handsome Spacefinders cost 
less because fewer units do the 
job. You save rent, filing more 
in less space. 


DO A BETTER JOB 


Because Spacefinders provide 
the speed, convenience and 
economy of shelf files with 
dust, dirt, fire protection of 

















drawer files. TAB PRODUCTS Co. S 
995 Market St., San Francisco 3 . 

At no obligation, please send Spacefinder brochure gy 

& 

MAIL COUPON TODAY > 7 —_— : 
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WHAT MANAGEMENT SAYS 
ABOUT ENGINEERING PRODUCTIVITY 


HIRING 


“The annual growth in the size of our company has 
meant an annual increase in the number of technical 
personnel employed. The company’s needs are deter- 
mined by the chief engineer. | have no idea what type 
of people we need.”—Company president 


TRAINING 


“Too many job in-plant training programs for engineer 
and research personnel are haphazard and are not 
pre-planned. In many cases, particularly in the larger 
companies, younger engineers are assigned to an activ- 
ity as part of a training program and then forgotten. 
As a result they become bored and lose interest in 
the company.”—Engineering consultant 


WORKING CONDITIONS 


“These conditions for our engineers are admittedly not 
the best. But we have much too much to do just to get 
the product out. Worrying about whether or not the 
engineers are happy is one of the last things we’ve got 
to worry about . . .”“—Plant executive 


SUPPORTING PERSONNEL 


“Although progress has been made in some of the 
larger companies in assigning engineering aides and 
technicians to relieve engineers of routine duties, engi- 
neers complain that there is still substantial room for 
improvement.”—Personnel director 


COMPENSATION 


“Salaries above $12,000 a year are very difficult to 
obtain; this situation thus severely limits engineers with 
advanced training. . . . This . . . ceiling does cause 
a certain wastage of engineers since many find it neces- 
sary to go into administration or other more com- 
mercial endeavors to satisfy financial needs.”—Manage- 
ment consultant 


PATENTS 


“In my opinion, the deplorable patent situation in this 
country has done more fo stifle interest in engineering 
as a career than any other single factor.”—Prominent 
scientist 





Engineers! 
(Continued from page 44) 


jectives and attitudes down to the 
level of the working engineer, and 
to serve as a channel of informa- 
tion back to management. 

Too many firms, however, don't 
train their supervisors to carry out 
the communications job, particu- 
larly the second half of the job. 

Common weakness: There’s one 
aircraft plant where it was found 
to be common practice for super- 
visors to stifle ideas from the 
ranks. This is usually done by the 
pocket veto or sometimes even by 
outright ridicule. Mention _ this 
example to a handful of low level 
engineers and see how many of 
them can tell you of their own per- 
sonal experience along this line. 

On the positive side, there is an 
oil company that always invites its 
engineers to sit in at management 
meetings whenever specific engi- 
neering projects are scheduled to 
be taken up. This arrangement 
provides both for keeping the en- 
gineers informed about what man- 
agement is planning (and why), 
and at the same time keeps the 
executive level sensitive to what 
the engineers think and feel. 

There are scores of improve- 
ments that most companies can 
make to get more productivity out 
of their engineers. This fact is 
made clear in the report recently 
issued by researchers at Harvard 
who made an extensive study of 
the utilization of engineering re- 
sources. In fact, the report digs 
into 12 broad areas pertaining to 
engineer productivity: organiza- 
tion, planning, hiring, stockpiling, 
training, placement, leadership, 
working conditions and equip- 
ment, supporting personnel, per- 
sonnel administration, compensa- 
tion, and patents. Time and again 
the researchers found evidence 
that management’s failure to 
tackle the problems arising out of 
the engineer shortage are serving 
to make the shortage more acute. 

As the report itself says: “ 
the chances are good that you can 
probably save yourself some engi- 
neering dollars, and at the same 
time make a concrete contribution 
toward alleviating the shortage of 
technical personnel faced by the 
nation.” m/m 
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~———AMMILLS INTERIOR | 
AN SKIN. DEEE 


Beauty acquires a new dimension in modern interiors by Mills. These walls are movable... they 
employ an entirely new concept in space flexibility, the complete modular integration of mov- 
able partitions with ceilings and floor plans. They give you Space Control. As changes occur in 
your space requirements, Mills Walls can be moved to fit new layouts... quickly and easily, 
without dust, debris or commotion... without interrupting your normal use of space. 


Exclusive basic features in the design and construction of Mills Walls particularly facilitate the 
creation of beautiful modern decor and personalized custom interiors—using any of the host of 
new finishing materials now available...textured finishes of fabric...grass cloth...wood veneer 
... compositions of glass and cork... scores of other combinations. 


THE MILLS COMPANY . 971 Wayside Road . Cleveland 10, Ohio 


2 For more information on the newest 
and finest in movable walls today 
write for the 1957 Mills Catalog. 
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Why spend extra money on employee facilities in your building? 


Connecticut General Life, which has invested heavily in worker luxuries, says 


the result will be a saving of hundreds of thousands of dollars in productivity. 


mes =P urposefully, 
management at Connecticut Gen- 
eral Life Insurance Co. has cre- 
ated a crisp new headquarters that 
adds up to an employee paradise. 

Located five miles outside Hart- 
ford, the 700,000 square foot struc- 
ture contains just about every em- 
ployee appeal, facility and luxury 
imaginable. 

For example, during her off 
hours in the building an office 
clerk can: have her hair done; 
have her clothes cleaned (and her 
car greased at the nearby com- 
pany service station); order her 
groceries and buy a gift for her 
nephew; play bridge, ping pong, 
or bowl; sun herself beside a pond 
in a patio designed by famed Is- 
amu Noguchi; obtain complete 
medical and dental treatment (her 
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family included free); relax with a 
bestseller and hi-fi album in the 
company library; and meditate in 
a specially designed, soundproof 
meditation room. 

At her functionally designed 
work place this same clerk is sur- 
rounded by eye-appealing green- 
ery that serves as office dividers 
and is tended by a special crew of 
leaf polishers. When she _ looks 
through the glass wall of her office, 
she is likely to see swans gliding 
peacefully through a man-made 
lake in the corner of Connecticut 
General's rolling, manicured 275 
acres. 


Higher productivity 


Of the multimillion dollar 
budget the company has invested 
in its building, a big portion has 


been spent on employee advan- 
tages—and officials feel the invest- 
ment is well worth it. 

Says Personnel Director Henry 
Dawes: “This building and the em- 
ployee advantages it offers will 
save us hundreds of thousands of 
dollars a year through improved 
productivity.” 

Personnel Man Dawes admits 
his company has experienced high 
turnover among women in the 
past: “A growing business hiring 
increasing numbers of scarce. cleri- 
cal people is bound to have a high 
turnover rate, because turnover oc- 
curs primarily during the first year 
of employment.” 

The impressive new building— 
and the pleasant working environ- 
ment it provides—is designed to 
help overcome this problem. The 
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building is attracting ample quan- 
tities of job applicants and the 
company is thus in a position to 
select the best ones. 

“In the clerical field,” says 
Dawes, “the better employees pro- 
duce twice the volume of lower 
level people.” 

Further, he points out, if the 
new building brings about a reduc- 
tion of even three or four percent- 
age points in the turnover rate, the 
savings in indoctrination and train- 
ing costs will be tremendous. 

The fact that the building is 
away from the center of town has 
proved to be an employment ad- 
vantage in disguise. “A person 


Four court yards, each separately designed by Isamu Noguchi, 
gives lots of thought to the matter Y ° CS te J 7 


are part of Connecticut General’s building plan. The courts 
before accepting a job out here,” provide an appealing view from the surrounding offices. 
says Dawes. “Once she’s on the 
payroll, therefore, she’s likely to 
stay with us permanently.” 

The company runs special buses 


Connecticut General constructed a special wing to its new building to house the cafeteria and food preparation facilities 
(all foods, including fancy pastries, are prepared in the company’s kitchens). The cafeteria seats 800. A dramatic effect 
was achieved by having the cafeteria wing cantilever over a huge reflecting pool. a 
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In addition to providing special 
employee facilities, Connecticut 
General gave special attention to 
landscaping its 275 acres. 


to and from Hartford in the morn- 
ing and afternoon. 

Connecticut General had one 
other reason for devoting so much 
of its space to employee facilities. 
About 2,400 people now work in 
the building and work spaces have 
been designed to easily accommo- 
date 1,000 more. But if the time 
should come when growth exceeds 
that level, some of the spacious 
employee facilities areas could be 
converted to work areas. 

Few firms are in a position to 
finance employee appeals in their 


CG's library features hi-fi equipment and books sup- 


plied by a book rental firm. 
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buildings to the extent Connecti- 
cut General has done. But what- 
ever appeals you provide or plan 
for your employees in your pres- 
ent building or a new one, you can 
take a lesson from Connecticut 
General's approach. 

Instead of providing only spe- 
cialized recreational programs®, 
for example, as many firms do, 
Connecticut General has varied 





® See chart page 94 which shows that the 
kind of employees who participate in the com- 
pany recreation program are usually not the 
ighest producers. 








and balanced its attractions in or- 
der to appeal to men and women 
of diverse types and interests. 

“This way, says Personnel Di- 
rector Henry Dawes, “we are able 
to build our staff by drawing the 
best people from all groups.” 


Architect for Connecticut Gen- 
erals new headquarters: Skid- 
more, Owings, and Merrill. The 
builder: Turner Construction Co. 
Interior design: Knoll Associates, 
Inc., and Skidmore, Owings and 
Merrill. 


This spacious game room is only one of the facilities pro- 
vided for lunch hour use by CG employees. 
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your company is judged 
by the office you keep! 








Cole Steel offices have a personality that 
radiates friendliness plus efficiency... . 
Scientifically engineered construction, 
handsome styling . .. consideration for 
comfort ... are all combined in Cole 
Steel Office Equipment. Cole Steel fur- 
niture is America’s top selling brand... 
its low initial cost, minimum upkeep, 
and enduring beauty make it the great- 
est dollar value in steel office furniture. 








© COLE-STEEL® 


Cole Steel Equipment Co., Inc. ¢ 415 Madison Ave., New York 17, N.Y. 
Canada: 329 Dufferin St., Toronto, Ont. 
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The boss was pleased when his daughter 
married George. Average fellow, but he’d 
make a good husband. And the business 
could use him somewhere. 


Today, the boss has to admit George has 
quite a head on his shoulders. He’ll get his 
raise, all right. Maybe even a bonus. Be- 
cause he’s earned it! 


You see, George got worried about the high 
cost of doing business. So he made a few 
inquiries—and discovered Keysort punched- 
card controls. Thanks to Keysort’s fast, 
accurate reports, George’s father-in-law 
can now keep on top of every company 
operation ... can exercise strict manage- 
ment control ... can prevent money-losing 
situations right in the office. 


M°BEE 


“If you weren't my son-in-law, I'd give you a raise!” 


Keysort punched cards — today speeded by 
the new Keysort Data Punch which simul- 
taneously imprints and code-punches pro- 
duction or sales information—not only help 
top management plan in advance, they help 
you as well. 


With a minimum clerical burden, you 
achieve greater reporting accuracy — flexi- 
bly, easily — because your office people sum- 
marize direct to reports. There’s no tran- 
scribing; no costly, time-consuming inter- 
mediate steps. Result: management gets 
the accurate information it wants on time. 
And at remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us. 


Seee %* C006 ® 2 og” ° 
Seco S$ %ee® S00 $$ % Se 


Punched-card controls for any business 


ROYAL MCBEE Corporation, Port Chester, N. Y. 
Offices in principal cities. In Canada: The McBee Company, Ltd.,179 Bartley Drive, Toronto 16. 


(Circle number 328 for more information) 
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Invention 


(Continued from page 38 ) 


6. What are the advertising and 
promotional requirements? 

7. What is the market participa- 
tion of each competitive manu- 
facturer? 


Pricing and Discounts 


1. Is the invention priced compet- 
itively? 

2. Are operating and maintenance 
costs competitive? 

3. Has the discount structure been 
soundly determined? 

4. What are industry practices 
regarding credit, delivery, and re- 
turns? 


Prototype or pilot-plant 
production 


When the planning and devel- 
opment phase is completed, it is 
almost always desirable to test the 
product and its market acceptabil- 
ity through prototype or pilot-plant 
production. 


A compressor manufacturer devel- 
oped a new line of hermetic units. 
Two hundred prototypes in each 
of two horsepower-sizes were pro- 
duced and distributed to represen- 
tative potential customers. The 
company benefited from the pre- 
liminary production by developing 
manufacturing techniques _ that 
were not at first apparent. Minor 
flaws in the compressor design not 
uncovered by laboratory testing 
became obvious after a few months 
of actual use. Original sales fore- 


casts and discount schedules were 


revised in the light of user reaction. 





EXPENSE 











Most companies use _pilot-pro- 
duction runs prior to the full-scale 
production and distribution of a 
new product. It seems, however, 
that manufacturers occasionally do 
not derive all the benefits available 
from field-test programs. Specifi- 
cally, the test installations should 
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thanks to XEROGRAPHY... 





“ROCKWELL speeds paperwork, 


cuts duplicating costs 35%” 


‘““Xerography gives us dependable, on- 
the-spot, one-hour duplicating serv- 
ice—something we haven’t been able 
to get any other way,” says F. P. Max- 
well, vice-president of the power tool 
division of Rockwell Manufacturing 
Company, Pittsburgh, manufacturer 
of the world famous Delta and 
Walker Turner power tools. 

‘Such service, as any business exec- 
utive knows, is vital to many phases 
of an effective program.” 

Rockwell carries out production at 
23 plants, divisions, and subsidiaries 
in 12 states, Canada, and foreign mar- 
kets. Understandably, the administra- 
tion and communications necessary 
for such an industrial network are 
complex, but they have been greatly 
simplified by the use of XeroX® copy- 
ing equipment. 

‘““Xerography,” says Maxwell, “has 
speeded our paperwork, and cut our 
duplicating costs by at least 35%. 
More important, it has made possible 
the effective use of modern manage- 





Xerography copies anything writ- 
ten, printed, typed, or drawn. 
Same, enlarged or reduced size. 
Copies onto all kinds 
of masters—paper, 
metal, spirit, trans- 
lucent—for duplicat- 
ing. Copies line and 
halftone subjects. 


ment methods that—without a sys- 
tem like xerography—would be im- 
practical, if not impossible.” 

Xerography—the clean, fast, dry, 
electrostatic copying process—enables 
Rockwell to distribute copies of 
monthly accounting statements to all 
key personnel within a few hours after 
the statements are completed. Pre- 
pared on 11” x 17” work sheets, the 
statements are reduced with fine legi- 
bility by xerography to 842” x 11” size 
on offset paper masters for runoff of 
multiple copies. 


Other Rockwell applications of 
xerography are price sheets and sales 
literature hurriedly needed, internal 
telephone directories, up-to-the-min- 
ute lists of sales personnel for various 
divisions, and, in short, wherever else 
speed and self-sufficiency are vital to 
Rockwell’s communications program. 


WRITE for proof-of-performance 
folders showing how xerography is 
saving time and thousands of dollars 
for companies of all kinds and sizes. 


THE HALOIS COMPANY 
57-59X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. cities and Toronto 


HALOID 
XEROX 


VISIT THE HALOID BOOTH AT THE NATIONAL BUSINESS SHOW 


(Circle number 329 for more information) 
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there’s a new design in office efficiency 


AUXILIARY OFFICE CHAIR with tablet writing arm 


Here’s the chair that can solve the problem of 
what they write on and where they sit... all in 
one compact, comfortable, beautiful unit. These 
chairs may be grouped in an office for informal 
discussions or placed in a conference room for a 
sales meeting or training session. The tablet arm 
swings up and locks into position at a scientifically 
determined height for effortless writing or may be 
swung down alongside the chair when not required. 
The Commuter is also available without the tablet 
arm for instantly available seating requirements. 
Both chairs are guaranteed for 10 years! 


e@ 2” foam rubber seat—Naugahyde, nylon 
or grospoint upholstery. 


@ Wide choice of frame and upholstery 
color combinations to match modern office 
decor. 


See your office equipment dealer or send 
now for complete information. 


CLARIN MANUFACTURING COMPANY 


Dept. 47, 4640 West Harrison St., Chicago 44 


Please send me full information on the new Clarin Commuter 
auxiliary office chairs. 


SS ee ees 


eee 
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be frequently examined, and all 
comments offered by the users 
carefully considered. 

At the end of this phase, the 
final production design should be 
complete. The most practical 
means of manufacturing should be 
determined, and original estimates 
of sales potential, price and mar- 
keting requirements should be 
revised. 


Commercial production 


Commercial production and dis- 
tribution should be undertaken 
only after the previous four phases 
have been properly executed. The 








EXPEN 











curve shows that this is the area 
in which the largest amounts of 
time and money are required. 
Management can be assured that 
these expenditures are properly 
directed only when the answers 
to all of the important technical 
and business questions have been 
provided by the information and 
experience earlier gained from 
preliminary development, evalua- 
tion, planning and development 
and prototype production. 


Licensing 


If an unused invention is looked 
upon as an empty building, per- 
haps the number of sound, but 
unused, inventions can _ be 
reduced. ‘If a warehouse were no 
longer useful to a manufacturer, 
management would undoubtedly 
consider its modification for pro- 
duction use or for office space. 
If such alterations were impracti- 
cal or undesirable, management 
would undoubtedly attempt to sell 
or lease the property. In short, a 
vigorous effort would be made to re- 
cover as much as possible of the com- 
pany’s investment in the building. 

Too often an_ invention is 
rejected for further development 
and subsequent commercialization 
simply because it does not satisfy 
the immediate product needs of 
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Work 


- ¢ When you have a Pitney-Bowes 
a MailOpener, everyone in the office 


Y : 
gets going on the day’s work many 
\\v S tarts minutes earlier. The time saved each 
day means lots of dollars each year. 
sooner / e A girl slitting envelopes open 
® with a knife can’t begin to equal the 
speed of a MailOpener. It swiftly, 
safely snips a hairline edge off the 

Tre 

PITNEY-BOWES 


envelopes—of any size, thickness or 
MAILOPENER 


stock —as fast as they can be fed. 
Three models, hand or electric. 

PITNEY- BOWES, INC. 

4566 Walnut Street, Stamford. Conn. 


-. originator of the postage meter... 
offices in 103 cities in U.S. and Canada 


¢ Free Trial: The nearest Pitney- 
Bowes office will demonstrate a 
MailOpener in your own office on 
your own incoming mail. No obliga- 
tion. Make that phone call today. 
Or write for free illustrated booklet. 


lp 


FREE: Send for handy desk or wall chart of Postal 
Rates, with parcel post map and zone finder. 
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1-P Urpose 
FILES 


The classic beauty and feather- 
touch operation under the heaviest 
loads make these Nylo-Glide files 
the perfect answer to your active 
record filing problems. 


Yet these files are priced to be 
an economical inactive record 
storage file. When drawers be- 
come full, or the records become 
inactive simply exchange drawers 
with empty drawers from your 
record storage room. 


(oo). | Se | 8 
FOR BOTH ACTIVE 
AND INACTIVE RECORDS 
ELIMINATE THOSE “MISSING LIN (QSaI\ Eee Zele]-m.i4ee] 10) ed O03, 
we 
 — 


o, BOX LETTER INTER- 
UNITS P43 Cole ain ic} 


RECORD FILES, 
WOOSTER, 














We manufacture many other 
standard size files to fill 
your filing requirements 

Write today for our catalog 






INC. 
OHIO 
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up to 32% 
-, cost! 





Baltimore Business Forms assures 
predetermined delivery dates, out- 
standing quality, expert designs 
Many companies are paying through-the- 
nose because they’re not sure their par- 
ticular form problems can be solved by 
standardization. Other companies worry 
about delivery. You can relieve any 
anxiety by inviting a Baltimore Business 
Forms expert to investigate. And, if 
possible, he’ll develop cost-cutting stand- 
ard forms that can be used throughout 
your operation. 


Investigate your forms for 


wasteful frills 
Here’s your chance to cut out costly frills 
and still maintain your company’s business 
form personality. By standardizing paper 
sizes, inks, numbers, carbon and colors... 
with other leading businesses (who have 
similar business form problems), you 
assure your company an initial money 
saving up to 32%. Predetermined printing 
dates guarantee prompt delivery. Your 
Baltimore Business Forms representative 
will tell you exactly when the next produc- 
tion run will be. 

Call or write today 

For free samples and information call our 
local representative listed in the Yellow 
Pages, or write direct to: THE BALTIMORE 
Business Forms Co., Dept. A, 3142 Fred- 
erick Ave., Baltimore 29, Md. 


The Paltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 
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the company. Dust-collecting 
inventions represent lost invest- 
ment; inventions that are made 
available through licensing repre- 
sent royalty income for the inven- 
tion-owning company and new busi- 
ness opportunities for the licensee. 

Licensing situations will not be 
overlooked if each invention is 
evaluated according to the tech- 
nique described under “Evalua- 
tion.” That is, the invention should 
first be appraised objectively and 
then related to the needs, capabil- 
ities, and objectives of the com- 
pany, so that management can 
determine whether it should be 
commercialized internally or 
exploited through licensing. Good 
inventions are wasted through 
rejection only when the two steps 
are not considered separately. 

Licensing an invention is essen- 
tially the same as merchandising 
a finished product. The licensor 
should have an accurate estimate of 
the invention’s value, should price 
it realistically and present it as at- 
tractively as possible. 





EXPENSE 














The accurate estimate of the 
invention’s value is only partially 
provided by the two-step evalua- 
tion. More detailed analyses relat- 
ing to the commercial and business 
aspects of the invention should be 
made. Briefly, the licensor should 
estimate, on the basis of factual 
information, the benefits to a licen- 
see in terms of sales and profits as 
well as the expenditures required 
to effect commercialization by him. 

When the importance of the 
invention has been established, a 
reasonable royalty rate or purchase 
price should be determined. The 
level of compensation depends on 
many factors, only a few of which 
are: profiit margins available to 
the licensee, estimated sales vol- 
ume, capital investment required, 
uniqueness of the invention and 
the patent situation as it relates to 
protection and validity. 

The presentation of the inven- 


MANAGEMENT METHODS 
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Typing magic comes to descriptive accounting! And with it, a new 


high in accounting automation and flexibility, too! All built into the 


new Burroughs 
ping Sensimatic 


Through this advanced new accounting machine’s boxwriter typing 
principle, you get cleancut printing and completely jam-free oper- 
ation even at the top typing speed of nine characters a second. Box- 
writer magazine holds 84 characters, with many options available. 


New automation, new flexibility are yours, too, through the exclusive 
Sensing Panel that guides the machine automatically through every 
accounting job. Each interchangeable Sensing Panel wraps up four 
jobs, switches from job to job at the flick of a knob. 


Is there room for this new degree of mechanization, this flexibility, 
speed and typing talent in your descriptive accounting setup? 
Call our nearby branch for a demonstration of 
the Burroughs Typing Sensimatic Accounting 
Machine—the Sensimatie family’s newest 
member. Burroughs Division, Burroughs 
Corporation, Detroit 32, Michigan. 






‘‘Burroughs” and “‘Sensimatic’’— Reg. T M’s. 
number 336 for more information 
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These smart new chairs are compact, comfortable and easy to keep clean. 
Both armchair and side chair models with either wall-saver legs to 
protect office and reception room walls or with space-saver legs to save 
every inch of floor space. Foam rubber back cushion and choice of 
rubberized hair or molded foam rubber-Nukraft seat give lasting comfort. 
Fine Harter steel construction, durable baked-on finishes and quality 
upholsteries assure long-lived good looks. Easy on the budget prices. 


For a free trial in your own office — without obligation — write for 









420 SIDE CHAIR 
with Space-Saver Legs 
also Armchair 410 


3] 


510 SIDE ARMCHAIR 
with Wall-Saver Legs 
also Sidechair 520 


the name and address of your nearest Harter dealer. 


Harter Corporation, 1006 Prairie Street, Sturgis, Michigan 


In Canada: Harter Metal Furniture, Ltd., Guelph, Ontario 
In Mexico: Muebles Briones, S. A., Mexico City, D. F. 


STURGIS, 
MICHIGAN 


MAR ITER 


STEEL CHAIRS 
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tion should be carefully planned. 
Technical development work 
should continue until the invention 
clearly and convincingly demon- 
strates its significant features. 
Whenever possible, prototypes or 
scale models should be con- 
structed, to stimulate interest as 
well as to provide information at 
the time of the presentation. All 
of the supporting cost and market 
studies should be made available 
to the prospect, and should be 
clearly and attractively prepared. 
The completeness of the informa- 
tion offered by the licensor may 
largely determine whether a license 
will be accepted by the prospect. 





ABOUT 
THE 
AUTHOR 





Walter J. Cairns is a staff member of 
the Advanced Research Division of 
Arthur D. Little, Inc., consulting re- 
search company of Cambridge, Mass., 
where his major responsibility is evalu- 
ating and commercializing inventions. 





After a thorough review of the 
technical and business aspects, the 
licensor should list the require- 
ments for the successful commer- 
cialization of the invention. Such 
things as optimum company size, 
production, distribution and prod- 
uct line should be considered. On 
the basis of these criteria, prospec- 
tive licensees should be selected. 
The most desirable prospect is not 
always the leading company in the 
industry. The third- or fourth- 
ranking producer often requires 
new products from outside sources 
in order to increase and maintain 
its competitive position. Estab- 
lished companies looking toward 
new industries for diversification 
may also be excellent prospects. 

Finally, negotiations should re- 
sult in an agreement that is soundly 
based on a mutual understanding 
of not only the invention but also 
the interests and objectives of each 
party. A licensing agreement must 
be fair to be successful. A legal 
document alone is not usually suf- 
ficient to assure the licensor of 
continuing benefits from his inven- 
tion. m/m 
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Draw upon this rich source of ideas— 
check as many as you like! 


[ | 1774 How a $180,000,000 financial 
institution, Talman Federal, improves cus- 
tomer service. P-A-X telephones unite all 
departments for fast, convenient customer 
service. 


1764 Revere Copper & Brass keeps 
company-wide control of operations, re- 
ports new efficiency, greater time-sav- 
ings with plant-owned P-A-X telephone 
system. 


cuts paperwork — speeds operations with P-A-* tom PAR het a a } 


a 1770 How Glens Falls Insurance Com- 

“— pany saves countless steps, cuts paper- 
work, speeds operations with P-A-X in- 
side telephone system. 





1766 How Crown Cork & Seal Com- 
pany speeds communications and saves 


* money with its privately owned P-A-X 
Which of these 12 ee ce oa 
| 1771 How Pheoll Manufacturing Com- 
pany co-ordinates and speeds its oper- 
€& ¢ ations with P-A-X inside telephone system. 
case istories on (] 1773 For over 38 years, Bunte-Chase 
~ Candy Company executives have en- 
joyed fingertip control of operations and 


ge e bd 59 production with the help of P-A-X tele- 
Improved COMMUNICATIONS phones 
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‘| 1769 How plant-owned P-A-X tele- ff 
phones sharpen efficiency, conserve man- 
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turing Company. 








f ‘1 1768 How Alexander Film Company 
© : co-ordinates scores of operations, many 
1e departments, with its P-A-X business tele- 
— phone system. 

r- Your firm stands to profit from these case histories, [| 1763 How the L & N Railroad links 
th which reveal how top companies pocket sizable sav- sytineuite snares aaptny. Brings 
2 . : its own unified P-A-X telephone network. 
e, ings with P-A-X business telephones. Company officials report striking savings 
d- You'll see exactly how these companies keep switch- in time and money. 
yn boards free for outside calls . . . handle ‘“‘inside’”’ calls 1762 How Jacob Ruppert Brewery 
C- in a split second . . . provide immediate, private ~ aliens ase contrat ever every Brav- 
ery operation with its own P-A-X business 
d. person-to-person contact between all departments. . . telephone system. 
ot cut the high cost of rented telephone equipment... [] 1761 In the business of running Mum- 
he save time and money in other ways. “—~ ford High School, P-A-X inside telephones 
th- You can quickly learn more about the proven provide immediate private contact be- 
5 ‘ A . z tween persons in all departments. 
res P-A-X way to improve communications and trim = 
. . . | . 4 : : 
eS costs. Simply check the case histories you want, then |_| 1772 At. St. Francis Hospital, inside 
i ‘ i calls continue without interruption, even 
ain tear out and mail this page. Do it now. if emergencies swamp the city tele- 
ab- phone lines. 
ard 
ion MAIL THIS ENTIRE PAGE—RIGHT NOW! 
re- AUTOMATIC ELECTRIC SALES CORPORATION 
dly business telephone systems Northlake, Illinois 


in , T Please send me the case histories I have checked. 
e AUTOMATIC 2 






® 
A member of the General Telephone System 


Name 
One of America's great communications systems 


Firm 


Address 
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If your files are a ‘“‘mess’' 
—papers jumbled in 
bulging, dog-eared fold- 
ers, records lost or mis- 
filed — if you're losing 
minutes and dollars, 
wearingdownyour 
nerves every time you 
want to file or find a let- 
ter, order, invoice, Here’s 
Peace! ACCO-filing will 
stop this war of nerves— 
keep all your papers 
neatly, correctly filed, 
safely bound, where you 
want them when you 
want them. 
ACCOPRESS Binders and ACCOBIND 
Folders solve your file problems—are avail- 
able in most any size, any capacity, with or 
without tabs—and at transfer time you just 
slip the contents, still bound, from Accobind 
Folders, saving the covers for year after year 
of more filing. 


Ask your stationer about Acco-binding. 

ACCO PRODUCTS 

A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


WAR OF 
NERVES 
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FOR RECORD_STORAGE 
with LIBERTY BOXES 


Keep inactive records 
neat with Liberty Storage 
find them sturdily built. 


-and So eco- 
cantons The cost ofa Liberty Box over 


eriod figures out at just 
Goan Write today for free 












: cata find, out how Liberty Boxes 
cant ipyoulK errecord storage costs. 


ers and office equipment 
cast to coast. 


JBOX CO. dep. mm-10 


JAvenve « Franklin Park, Illinois 
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thought starters 


Thought Starters deal with “practical solutions to administrative problems.” 
The editor invites contributions—which are paid for at our normal space rates. 


EQUIPMENT 


Tractor hauls loads 
without operator 


Controlled by radio waves, a 
newly introduced Guide-O-Matic 
tractor stops and starts automati- 
cally at predetermined points, 
without an operator. 

A guide wire, buried beneath 


the route to be taken, transmits 
the necessary signals to an elec- 
tronic brain mounted on the prime 
mover. In the accompanying illus- 
tration, the Guide-O-Matic is haul- 
ing two trailers, containing some 
4,000 lbs. of paper, up a 8.5% 
ramp. 

Designed for safe operation, the 
Guide-O-Matic will automatically 
come to a stop if any outside force 
influences it to leave its regular 
path. 

For more information, circle num- 
ber 400 on the Reader Service Card. 


Portable recorder 
is self-powered 


A lightweight, self-powered min- 
iature  recorder-transcriber has 
been introduced by Miles Repro- 
ducer Co. of New York. 

The Walkie-Recordall will op- 
erate from within a closed _ brief- 
case, according to the manufac- 
turer, and is equipped with a voice- 
actuating device which automati- 
cally starts and stops as the dic- 
tator’s voice starts and ceases. An 
optional accessory makes it possi- 
ble to exclude all sounds except 
a voice spoken or whispered close 
to the microphone, when it is de- 


sirable to screen out traffic noises, 
etc. 

For further information, circle num- 
ber 401 on the Reader Service Card. 


TRAINING 


Filmstrips take up 
employee problems 


Typical problems in employee 
relations are set forth in “Super- 
visory Problems in the Office,” a 
series of sound and color filmstrips. 

Issued by the National Office 
Management’ Association, — the 
series is made up of six filmstrips, 
each of which runs for about eight 
minutes. Three synchronized rec- 
ords and a conference leader’s 
manual are also included in each 
S&C, 

Problem situations frequently 
encountered by office supervisors 
are presented in the series in a 
manner aimed at stimulating group 
discussions leading to their solu- 
tion. 

For further information, circle num- 
ber 402 on the Reader Service Card. 


PUBLIC RELATIONS 


Caterpillar promotes 
with auto decals 


Vacation-bound employees of the 
Caterpillar Co. this past summer 
were provided with auto wind- 
shield decals that gave the com- 








building 
4; QUALITY PRODUCTS 








pany an estimated 45 million 
miles of highway publicity. 

The identification labels were of 
the pressure sensitive type, made 
by the Meyercord Co., and were 
so designed as to be easily ap- 
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THERE'S AN ASE DEALER NEAR YOU 


f: DESKS - CHAIRS 
L-UNITS + CREDENZAS 
TABLES - BOOKCASES 

FILING CABINETS 
STORAGE CABINETS 
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Looks at: the Colofal Side 


ME EXECUTIVE FURNITURE 


IN STRIKING, NEW COLOR AND 
FABRIC COMBINATIONS 


Dramatically beautiful! Contemporary design is 
evident in the arched leg desk and new executive 
chairs. ASE, with its accent on color, blends 

subtle overtones with dramatic contrasts to create an 
effect of modern elegance in your office. Color 
harmonies are assured with ASE Color Selector Kit. 


See your ASE dealer for 
office planning and service. 


ALL-STEEL EQUIPMENT INC. aurora, iuuNots 


(Circle number 341 for more information) 
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Which of these 
Filmsort Cards is used 
for Personnel Records?” 
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3x5 model E Jacket 
with 16mm chambers 
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Tabulating card 
with two E Apertures 
for 16mm film 

















3 x 5 card, D Aperture 
for 35mm film 





* SEE ANSWER BELOW 


FILMSORT is the original, most com- 
plete and most versatile group of 
systems for filing, sorting, reproduc- 
tion and enlargement copying of 
microfilmed records of all types. 


The Filmsort Aperture and Jacket 
cards shown here represent several 
different Filmsort systems for con- 
verting microfilm into an active record 
medium. Here are Aperture cards for 
engineering drawing control in large 
or small companies; a card for filing 
one to four documents on 16mm 
microfilm; a 16mm Jacket card for 
multiple document files. 


*The 3x5 16mm Model E Filmsort 
Jacket is ideal for most personnel 
records. Up to 30 documents filmed 
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GRAMHK MICROFILM OF NEW ENGLAND, INT 








at a 22x reduction can easily be filed 
in a single card indexed alphabeti- 
cally or numerically for incorporation 
in an active card file. The material is 
greatly condensed, yet readily avail- 
able for reference in a card reader 
without removal from the Jacket. 
Enlargement prints can be made di- 
rect from the film if required—and it 
is simple and practical to add to the 
file at any time subsequent to the ini- 
tial filming and microfilling process. 


One—or more—of the Filmsort 
systems for unitized microfilm will 
answer your records problems. For 
complete information on Filmsort 
Unitized Microfilm Equipment and 
Supplies, see your local Filmsort 
distributor. 


DIVISION OF 
DEXTER FOLDER COMPANY 


A Division of Miehle Printing Press and Mfg. Co. 
Pearl River, New York 


(Circle number 342 for more information) 
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plied to bumpers when state laws 
prohibit windshield use. 

Additional millions of continu- 
ing miles of publicity are expected 
to accrue to the company following 
the vacation period, since each of 
the 45,000 signs Caterpillar dis- 
tributed is likely to remain on an 
employee’s car for many months 
to come. 

For further information, circle num- 
ber 403 on the Reader Service Card. 


BUSINESS SHOW 


Problem clinic 
marks exhibition 


A Management Center, staffed 
to answer problems of office man- 
agement, will be a feature of the 
1957 National Business Show. The 
show will take place at New York 
City’s Coliseum from Oct. 28 
through Nov. 1. 

The Management Center will 
present a series of panels at which 
eight experts will answer questions 
about data processing, methods 
and procedures, communications, 
records administration, duplicating 
and the like. Businessmen located 
in New York will enjoy the special 
privilege of calling JUdson 2-6010 
for direct connection with the cen- 
ter. Their questions will be dis- 
cussed and answered directly by 
telephone. 

With an anticipated attendance 
at the show of some 100,000 peo- 
ple, it is expected that the flood 
of questions will exceed the Man- 
agement Center’s physical ability 
to handle them. Many problems, 
therefore, will be directed to out- 


side authorities and answered 
later by mail. 
NEW LITERATURE 
How to write 
a good letter 
“Writing What Comes  Na- 


turally,” is the title of a booklet 
prepared by Ellis Gladwin for the 
Connecticut Mutual Life Insurance 
Co. 

Illustrated with amusing car- 
toons, and printed in color, the 
booklet sets forth a series of recom- 
mendations for the writing of bus- 
iness letters. It is replete with ex- 
amples from actual letters, show- 
ing both good and bad _ ex- 


MANAGEMENT METHODS 











a oo 


ie 
1e 


18 
1 


ns 
As 
1S, 
1g 
ad 
ial 


10 


is- 
by 


ce 


od 
in- 
ity 


ut- 
ed 


Na- 
let 
the 
nce 


ar- 
the 
ym 
yus- 

ex- 
OW- 

ex- 


iODS 





There are several reasons why the new Olivetti Tetractys is the most 
advanced of all desk calculators: It combines calculations without inter- 
mediate figure re-entry. It processes business figurework at high speeds 
formerly associated only with non-printing calculators, and completes 
all calculations by printing results on tape. It has an automatic constant 
and a memory. It has two registers for automatic accumulation. It has 


a single, simple 10-key keyboard. Olivetti Corporation of America. 


580 Fifth Avenue, New York 36, New York. 


olivetti 


(Circle number 343 for more information) 
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amples of the use of language in 
communicating ideas, concepts 
and information. 

For a free copy, circle number 404 
on the Reader Service Card. 


Booklet advances 
secretarial tips 


If your secretary needs help, a 
16-page illustrated booklet, “Se- 
crets of Secretarial Success,” de- 
scribes some of the tools and tech- 
niques that are currently available 
to assist the office secretary. 


Published by Remington Rand, 
the booklet explains how a prop- 
erly organized filing system can 
save time, discusses various types 
of filing systems and contains a 
list of rules for progressive filing. 

For a free copy, circle number 405 
on the Reader Service Card. 


New office guide 
lists 5,000 products 


Shaw-Walker Co.’s 1958 Office 
Guide, just published, is a 252-page 


,..and all he said was | 
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“Cummington costs less!" 
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...[T PAYS TO COMPARE COSTS BEFORE 
YOU BUY_ANY MAIL INSERTING MACHINE 


YOU PAY LESS when you invest in a Cummington . . . the 


lowest priced automatic mail inserter on the market! 


YOU CAN SAVE 6 out of every 8 hours now spent on mail- 


ings. A Cummington does the work Ph 


of 7 people. 






Available in one to six stations to fit \ 


your needs. 


Learn more about this 
money-saving machine 
now. Write today for 
Bulletin MM-4. 









CUMMINGTON 
MODEL 44 
FOUR STATIONS 


(GENTS corPORATION 





INSERTING MACHINES 
7186 Beacon 


COLLATING MACHINES 


Street, Boston 15, Massachusetts 


(Circle number 344 for more information) 
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encyclopedic catalog that pictures, 
describes and _ plainly prices 
5,000 office products—fireproof 
equipment, desks, files, chairs, 
counters and systems— all “time- 
engineered” to make _ today’s 
shorter office hours more produc- 
tive of accomplishments and _ pro- 
fits. Includes hundreds of illustra- 
tions in color. 

For a free copy, circle number 399 
on the Reader Service Card. 


SALES MEETING 


Session tailored 
to the air age 


A unique sales meeting, tailored 
to the air age, is planned this fall 
by H. H. Robertson Co., Pittsburgh 
building products firm. 

The session will consist of four 
meetings of four groups of sales- 
men who will be flown to Pitts- 
burgh, conduct all their sessions in 
the Greater Pittsburgh Airport and 
be quartered at the Airport Hotel 
throughout the two-day meetings. 

At the conclusion of each session, 
the salesmen in each group will 
be flown to the company’s recently- 
acquired subsidiary in Connors- 
ville, Ind., the Porcelain Steel Corp. 
At the end of the meetings the 
salesmen will fly from Connorsville 
to their home cities. 

All told, about 150 salesmen will 
take part in the four different air- 
port sales meetings. 

A. W. Hedgren, vice president- 
sales for H. H. Robertson, said the 
salesmen will have no need to leave 
the airport during the sessions, 
since hotel, meeting rooms, restau- 
rants, stores of all kinds and other 
airport facilities will provide for 
all their needs. 


INSURANCE 


Warehouse coverage 
endorsement provided 


By Ira S. Kaye 


Here’s an item for insurance 
minded importers who store their 
stocks of imported merchandise in 
warehouses at ports of entry in the 
United States, whether duty paid, 
or “in bond.” 

There is no need to maintain 
separate fire and extended coverage 
policies if you already have your 
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own ocean marine policy insuring 
your importation from foreign to 
U. S. warehouses. An ocean marine 
policy can be set up to include a 
warehouse coverage endorsement, 
to cover imported goods stored at 
the U. S. port of entry, usually at 
rates lower than a separate policy 
(or policies) would provide. 
Generally, this feature requires 
that a report of such merchandise 
stored at port warehouses be ren- 
dered to the underwriters monthly. 
This endorsement provides the ad- 
vantage of up-to-date, sufficient 
and accurate coverage at a favor- 
able rate, without the higher out- 
lay specific coverage policies would 
entail, without excessive coverage, 
without awkward and _ expensive 
upward or downward coverage ad- 
justments, without the disastrcus 
possibilities of under-insuring. 


PACKAGING 


Device prints, colors 
during packaging step 


Printing of multicolor designs 
on cellophane, plastic film or paper 
packages during the packaging 
operation is accomplished by the 
new “Imagraph,” according to 
Adolph Gottscho, Inc., manufac- 
turer of the device. 

The Imagraph comes as a sep- 
arate unit that can be attached to 
any standard wrapping, bundling 
or bagmaking machine, and _ re- 
quires neither ink nor printing 
plates. 

The new device enables the 
packager either to use unprinted 
stock and apply his own designs to 
the wrappers as part of the pack- 
aging operation, or to use partially 
pre-printed stock to which variable 
imprint may be added. 

The process provides for up to 
four colors to be printed simulta- 
neously on either side of the pack- 
aging material. 

For further information, circle num- 
ber 398 on the Reader Service Card. 


Carton marker works 
without operator 


The Mark V Volu-Mark is a new 
marking unit that permits auto- 
matic assembly line marking of 
various size packages without oper- 
ators or line stops for size adjust- 
ment. 
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Manufactured by the Ideal Sten- 
cil Co., the new marker adjusts 
itself for carton heights up to 21 
inches and for lengths from 8 to 
36 inches. It counts the number of 
units marked, positions each carton 
for marking and prevents overship- 
ments by shutting itself off. 


The device is said to imprint 
stencil, machine or handcut trade- 
mark designs in various sizes, and 
it is equipped with a safety bar and 
switch which insure immediate 
stoppage or quick reverse. 

For further information, circle num- 
ber 397 on the Reader Service Card. 


See the Complete Line of 
Office Forms and Systems. 
For Low Cost, Top Quality... 
Get the Facts about... 





Hano Refolder Registers in 4 widths, 


electric or manual; all-aluminum Port- 
ables and pocket size Porta-Pak, plus 
cash drawer units. 





One-Time Carbon Hano Snap-a-Parts, 
Multi-Snaps, Special and Custom plus 
special purpose forms, orders, memos, 
meter tickets, repair orders, invoices. 





Hano Litho-Tab marginal punched forms 
are trouble-free with better papers, more 
sensitive carbons. Stock Tab also avail- 
able for many requirements. 





Low-Cost Standard Body Forms, semi- 
custom Han-o-Sav, plus extensive Cus- 
tom Register form list . . . all with stand- 
ard punching. 


Hano — your “one-stop” source... 


for time-saving business systems. For the right form or 
system for your specific need, you’ll find Hano the only “‘one- 
stop’’ source. A complete line of Registers and Forms, 
Snap-a-Part sets, Continuous and Tab forms can solve your 


problem . . . at low cost. 


There’s a Hano man or dealer 


ready to help you save time and money. May we have him 


contact you? 


8-page folder shows Hano 
complete line. Available 
on request. 
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- S COMPANY INC. 


General and Sales Offices: Warehouse ond Branch Plant 


HOLYOKE, MASSACHUSETTS MT. OLIVE, ILLINOIS 
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How to release that 


extra productive power 


EDITOR’S NOTE: Leslie M. Slote, 
MM’s_ editorial consultant, recently 
completed a fact-gathering study of 
the forces that motivate employees 
to higher productivity. The study was 
undertaken at the request of Presi- 
dent Perry R. Roehm of the Norden- 
Ketay Corp. where Mr. Slote serves as 
Director of Personnel and Manager 
Development. Out of the study came 
a comprehensive 21-page report of 


findings which, according to N-K 
executives, has helped _ stimulate 
greater productivity at all levels 


within the organization. This article 
is an edited and condensed version 
of Mr. Slote’s report to his firm’s 
management. For a free copy of the 
full report for use within your own 
organization, circle number 411 on 
the Reader Service Card. 


ee Which of these 

improvements could you use in 

your company right now? 

® Higher worker productivity 

™ More employee attention to 
quality 

= Greater attention to cost reduc- 
tion 

= Closer employee identification 
with the interests of your com- 
pany 

@ A stronger sense of personal re- 
sponsibility among people at all 
levels 

® Increased job satisfaction among 
your people 
You can have all of these profita- 

ble benefits. They apply equally 
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in your people 


Horses never gamble on people, but successful managers do. 


Recent studies at the University of Michigan and elsewhere 


show that many of today’s commonly accepted methods of moti- 


vating people are outmoded. Companies that get the best results 


from their employees do it by taking off certain kinds of pres- 


sure, and putting on others. These facts will help you release 


that latent power in your people. 


well to employees in office and fac- 
tory, and in all levels of manage- 
ment. 

The way you get these improve- 
ments is simply to apply the prac- 
tical findings that have resulted 
from recent and extensive research 
in the area of employee motiva- 
tion. 

It’s mostly a question of under- 
standing and harnessing two 
forces: 

First, the forces that make peo- 
ple tick. 

Second, the influence of group 
dynamics on individual produc- 
tivity. 

The rules are simple to under- 
stand and apply, and the bene- 
fits can be startling. Scientific data 
conclusively prove that the appli- 
cation of a consistent pattern of 
sound motivational principles 
leads directly to high productivity 
and high job satisfaction. But in 


order to apply these principles, 
you may have to give up some 


long held beliefs. 


What is motivation? 

Psychologists refer to motivation 
as the process by which an indi- 
vidual is impelled to act or re- 
spond in a certain manner. Its sig- 
nificance becomes clear in the con- 
trast between the superior per- 
formance of a highly motivated 
employee and the lower produc- 
tivity of an individual with similar 
abilities but deficient motivation. 
All motivational stimuli are not 
equally effective with all people, 
but there are some that are gen- 
erally effective. 

Experience has clearly shown 
that individuals attain outstanding 
results when they want to accom- 
plish goals of their own free voli- 
tion. Conversely, they attain only 
mediocre results at best if they are 
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directed or driven by external 
forces, rather than motivated from 
within. 

One of the outstanding examples 
of a successful company operat- 
ing on scientific principles of moti- 
vation is the Lincoln Electric Co. 
of Cleveland. By placing primary 
emphasis on motivation of.the in- 
dividual, management developed 
a workforce in which individuals 
are able to earn an average annual 
salary exceeding $8,000. Their pro- 
ductivity per man in terms of 
dollar sales is four times larger 
than that of the industry, and they 
average a 10% reduction in labor 
costs annually. They attribute their 
increased employee productivity 
to the fact that all levels of man- 
agement subscribe to the follow- 
ing: 

Recognize and reward outstand- 

ing effort and accomplishment. 

Advance an individual only on 

the basis of his ability and out- 

standing contribution to company 
objectives. 

Develop a strong feeling of team 

spirit, so that each individual feels 

a sense of responsibility for the 

team or work group of which he 

is a member. 

All individuals have latent abili- 

ties that should be developed. 

Therefore, periodically give a 

person a job over his head, but 

at which you know he can suc- 
ceed if he tries. 

Because motivation is a contin- 

uing process, keep up the pres- 

sure and do not let the individual 
relax with the feeling that he has 
arrived. 


The nature of motivation 

Motivation of necessity places 
emphasis upon the individual. Psy- 
chiatrists today believe that peo- 
ple act and respond on the basis 
of ego motivation, which has both 
positive and negative aspects. The 
Survey Research Center of the 
University of Michigan, whose 
pioneering studies have given us 
most of our practical knowledge 
on motivation, summarizes the 
positive driving forces or ego mo- 
tives that influence the individual 
as follows. 

Self-expression: The individual 
wants a chance to develop and 
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demonstrate his own strongest 
abilities and talents. 

New experience: The individ- 
ual wants his interests and abilities 
stimulated through varied tasks. 

Self-determination: The indi- 
vidual wants freedom to exercise 
choice in making decisions. 

Completion or closure: He 
wants the freedom to carry a job 
through to completion. 

Ego enhancement: He wants to 
increase his self-esteem, through 
pride in accomplishment or the 
appreciation of one’s self by others. 

You are undoubtedly familiar 
with the negative aspects of ego 
motivation typified in the person- 
ality problems of insecurity, frus- 
tration, overcompensation, feelings 
of inferiority, fixated responses 
and hostility. 


The third method 

Historical experience with moti- 
vation may be divided into three 
stages. The oldest method of mo- 
tivation is based upon fear, pun- 
ishment and negative sanctions. 
An employee subject to this 
method is ordered to meet pro- 
duction quotas “or else,” or is told, 
“Spoil one more work piece and 
youre fired.” This negative ap- 
proach usually yields negative re- 
sults today. 

The next stage is widely prac- 
ticed today, and is based upon 
the use of rewards and induce- 
ments intended to encourage good 
performance. Here we are con- 
cerned with a dubious relation- 
ship of rewards to daily produc- 
tivity. Some are long-term 
rewards, such as pension plans, 
and do not bear a direct relation- 
ship, while other employee bene- 
fits are not administered by the 
person responsible for productivity 
of the work group. These rewards 
and benefits are not directly re- 
lated to motivation for increased 
productivity because they have 
been removed in space, time and 
nature from the day-to-day efforts 
of the employees on the produc- 
tion line. However, their useful- 
ness cannot be underestimated in 
other areas such as decreasing 
turnover or reduced absenteeism. 

A major misconception among 


MANAGEMENT 
BY MOTIVATION 


a check list for 
TOP MANAGEMENT 


Do you and your management 
team set the pace by showing 
interest and enthusiasm in your 
duties so that you can motivate 
others to do the same? 

YES— NO— 


Are you aware that motivation 
is a continuous, never-ending job 
because the inter-relationship of 
people, situations, and condi- 
tions is constantly changing? 
YES— NO— 


Do you have a carefully con- 
sidered plan for evaluating each 
job relative to the others—a 
plan which fairly reflects dif- 
ferentials among jobs in terms 
of key factors required for their 
successful performance. 

YES— NO— 


Do you constantly appraise the 
performance of those men re- 
porting to you and acknowledge 
outstanding effort and contribu- 
tions to company goals? 

YES— NO— 


Are you harnessing and balanc- 
ing all departmental functions, 
so that your team pulls as a 
self-coordinated unit with the 
right effort at the right time and 
at the right place? 

YES— NO— 


Are those reporting to you con- 
stantly aware of the fact that 
the “forgotten man” exists in 
the intermediate level of super- 
vision, and that he must be kept 
informed on all plans and deci- 
sions so that he understands 
goals and is moved to do his 
best by knowing what is ex- 
pected? 

YES— NO— 


Are those reporting to you self- 
coordinating on a_ horizontal 
level, so that they exchange in- 
formation freely, make required 
inter-departmental _ decisions, 
take prompt action, and function 
as a team? 


YES— NO— 
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1, ATTITUDE TOWARD COMPANY 
AND PRODUCTIVITY 


HIGH LOW 
Productive Groups Productive Groups 


High High 


Satisfaction 
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Satisfaction Average 
39% Satisfaction 
40% 
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many managers and supervisors 
today is that methods of employee 
motivation of necessity fall into 
either one of these two categories: 
fear or rewards. But now proven 
scientific thinking has turned away 
from the system of grafting on 
external rewards to obtain in- 
creased productivity. We are now 
entering a third stage of trying to 
establish a cause and effect rela- 
tionship of motivation to produc- 
tivity goals. Although this will still 
be a scientific frontier for a long 
time to come, we have enough pre- 
cise information to be able to apply 
extremely useful tools. 


What research shows 

Pertinent results of motivation 
studies conducted by Dr. Rensis 
Likert of the Survey Research 
Center, University of Michigan, 
are shown in the charts above. 
Note that certain factors com- 
monly assumed to increase pro- 
ductivity bear a negligible rela- 
tionship. 

For example, Chart 1 shows that 
high productivity groups do not 
have more favorable attitudes to- 
ward the company than low pro- 
ductive groups. A favorable atti- 
tude will help to decrease turnover 
and absenteeism, but will not by 
itself necessarily result in high 
productivity. 

Chart 2 shows a similar negligi- 
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2. PARTICIPATION IN COMPANY 


Productive Groups 


Frequently 8% 





RECREATIONAL ACTIVITIES 
AND PRODUCTIVITY 


ARE HIGH PRODUCERS 


HIGH 


HIGH LOW Productive Groups 


Productive Groups 
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Occasionally 
20% Occasionally LOW 
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a check list for MIDDLE MANAGEMENT 


Do you as an executive set the pace and attitudes for your people? 
YES— NO-— 

Does each member of your department understand the relationship of 

his individual job to the company operation? YES— NO-— 


Are your intermediate supervisors familiar with top-management thinking, 
latest company-wide developments, and the relative importance of various 


activities to the company’s profit plans? YES— NO— 
Do any of your decisions or actions cause confusion among your super- 
visors? YES— NO-— 


Do you digest problems, solutions, confusion, and then give a clear story 
to your people? YES— NO— 


Do you have a way of knowing how your people react to your decisions, 
and what they think about you and your management? YES— NO— 


Have you developed a healthy and receptive atmosphere for hearing 
and acting upon employee complaints and suggestions? YES— NO— 


Do you have a carefully considered supervisory selection and training 
program for obtaining and developing the type of management you want 
and need? YES— NO— 


Do you recognize that in addition to training new supervisors, you con- 
tinuously need to re-train your present departmental management team 
to insure their use of the best management methods, and to equip them to 
handle new and changing jobs? YES— NO— 


Do you take a chance on your men by letting them learn through mis- 
takes, by showing a calm reaction and constructive approach to occa- 
sional failure, by encouraging them to stick their necks out when the 
occasion warrants? YES— NO— 


Are you aware that it is your responsibility to understand your subordi- 
nates and not their responsibility to understand you? YES— NO-— 


Are you aware of the fact that the greatest period of self-development 
always takes place when a man feels, understands, accepts, and exercises 
the full weight of responsibility for his job? YES— NO— 
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5. RELATION OF PRIDE IN WORK 6. GROUP LOYALTY AND PRODUCTIVITY 


GROUP AND PRODUCTIVITY 


4. LOW-PRODUCTIVE GROUPS ARE 
MORE CLOSELY SUPERVISED 
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a check list for INTERMEDIATE SUPERVISORS 


Do you have a thorough understanding of company goals, your part 
in meeting profit objectives and do you have full confidence in their 
altainment? YES— NO— 


Do you avoid confusion with a clear understanding of what is expected 
and how to do it? YES—NO— 


Do you offer suggestions or constructive criticism to the supervisors who 
report to you, and ask for additional information when necessary? 


YES— NO— 


Do you build team spirit and group pride by getting everyone into the 
act of setting goals and pulling together? YES —NO— 


Do you keep yourself free from becoming submerged in production 
emergencies, and do you have scheduled times for meetings with your 


subordinates? YES— NO— 


Do you encourage each of the supervisors reporting to you to come up 
with suggestions about ways to improve things? YES— NO— 


Do you make it easy for your people to approach you with job or per- 
sonal problems? YES— NO— 


Do your subordinates appear to be too busy with production problems to 
be concerned with their own subordinates’ personal difficulties? 


YES— NO— 


Do you give your subordinates a feeling of accomplishment by telling 
them how well they are doing in comparison with yesterday or last week, 
or a month or year ago? YES— NO— 


Do you encourage supervisors reporting to you to build individual 
worker confidence and praise good performance, or are they afraid 
of being accused of soft-soaping? YES —NO— 


Do the supervisors reporting to you use personnel records and close 
observation to learn exactly what skills each worker has, so that his best 
abilities may be used? YES— NO— 


Do you expect your supervisors to communicate to their people about how 
jobs are analyzed and evaluated, and what the job and progressions 
are? YES —NO— 
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ble relationship between participa- 
tion in the company recreational 
program and increased produc- 
tivity. Company athletes aren't 
usually the high producers. 

The University of Michigan 
studies show that most foremen 
consider the most important phase 
of the supervisory job to be pro- 
duction rather than human rela- 
tions. But Chart 3 shows how 
wrong this idea is; the practice 
of good human relations is shown 
to be the most important. This is 
a clear indication of the job that 
management faces in helping the 
line organization to become em- 
ployee-centered in its supervisory 
practices. The production-centered 
supervisor or executive sees his 
people primarily as vital cogs in 
a machine or as instruments of 
production, rather than as_indi- 
viduals. The employee-centered 
supervisor or executive, however, 
is genuinely interested in each em- 
ployee, his problems on and off 
the job, his future, and his well- 
being. 

Chart 4 shows that close super- 
vision is associated with lower pro- 
ductivity, and general supervision 
with higher productivity. General 
supervision does not mean loose 
or careless supervision. General 
supervision as opposed to tight 
supervision is more effective be- 
cause it allows the individual 
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New...by Cosco! An imposing 


chair...enormously comfortable! 


Model 28-TA 
Executive Posture Chair 


$5950" 


($63.50in Zone 2) 


Upholstery of chair pictured is Cohama in white. 


COSECO $s. asises eis 


@ Here’s fit seating for a man of standing! The show- 





piece of Cosco’s new “Director” Series . . . more gen- 

erousl) proportioned, more luxuriously cushioned, Model 25-S 

styled in smart square tubing. Completely adjustable. Secretarial 
. “nae ay Posture Chair 

Dual-contour molded foam rubber seat. Foam-cushioned $42.50* 


backrest, upholstered front and back. Even the arm- ($46.50 in Zone 2) 


rests are foam! Get free demonstration, in your office. 





Your dealer is eager to prove that this new Cosco Chair 
can help you earn a more comfortable living! 





Find your COSCO Office Furniture dealer in yellow pages of phone book, 
or attach coupon to your letterhead. 


Model 27-LA 

ee ee ee ee ee ee ee ee ee ee eee Se Seen eee ee ae Conference Chair 
P yami.ton MANUFACTURING CORPORATION, Dept. MM-107, Columbus, indiana | $39.50* 
1 would like a free demonstration of the following COSCO Chairs. ($43.50in Zone 2) ( 

C) Model 28-TA Executive Chair {) Model 25-S Secretarial Chair \ 
| ©) Model 27-LA Conference Chair () Model 23-LD General Chair | 
| Please send full information on: | ; 

() COSCO Office Chairs with © COSCO Chairs, Settees, , 
| round tubing. Sofas and Occasianal Tables. | 
Firm. ‘s ere ; i 

Re ; ; i$ Model 23-LD 
| | 
| Add 1 / f General Chair 

ae re f |! $19.95* 

! Also available in Canada, Alaska and Hawaii through authorized COSCO dealers. | | ($21.95in Zone 2) 


*All prices shown are for Du Pont Fabrilite upholstery. Other fabrics slightly higher. Zone 2: Texas and 11 western states. 
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worker a measure of choice and 
freedom. 

Chart 5 shows the high degree 
of correlation between produc- 
tivity and the individual's feeling 
of pride in his work group. Sim 
ilarly, Chart 6 shows the close re 
lationship between productivity 
and group loyalty. 

Group loyalty and group pride are 
created by the attitude of the su- 
perior toward the people working 
under him. The manager or super- 
visor who, in the eyes of his people, 
identifies with these people is typi- 
cal of the high pride groups. The 
same is true of the superior who 
considers his employees primarily 
as human beings, rather than as 
robots to get the work out. 


Check your motivating ability 


How well are you doing in the 
job of motivating people? 

Dr. Likert found that work 
groups with high group pride and 
loyalty are more productive for 
these characteristic reasons: 1) 
members of the group pitch in 
with enthusiasm and help one an- 
other to get the work out; 2) they 
have a strong feeling of team spirit 
and individual responsibility for 
the job; 3) they use their own 
initiative to balance work loads 
and solve problems; 4) they have 
high production goals, paralleling 
those of the supervisor; 5) they 
produce more with less sense of 
strain or pressure; and 6) they 
have a healthy, favorable attitude 
toward high producers within the 
group. 

The person in the key position 
to motivate line workers is the line 
supervisor. But the supervisor 
takes his signals from those above 
him. How well are you measuring 
up to your responsibilities of mo- 
tivating people for higher produc- 
tivity? On page 93 is a check list 
against which top executives can 
measure their motivational atti- 
tudes and actions. Additional check 
lists that can be used by the middle 
management and intermediate level 
of supervision in your company ap- 
pear on pages 94 and 95. 

Perhaps the one question that 
should be at the top of all these 
lists is: 

Do you ever say or do anything 
that detracts from the sense of 
personal dignity that each of your 
people possesses? m/m 
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ue Analysis 
of Office Equipment 








CHECK equipment for PERFORMANCE 
Is it functionally built and organized to make work 
Output easy and fast? 

Is it tailored to individual job needs? 
Does it cut out waste motion? 
Does it assure all-day working comfort? 





for SPACE-SAVING DESIGN 





Does it reduce office floor space needs per worker? 
Does it decrease the need for supplemental equipment? 











Art Metal points the Way 


ie cont pediieiinn Wy ' _..for CONSTRUCTION and STYLING 


A 
o 





Does it reflect the highest standard of workmanship? 
Does it create an office of outstanding appearance? 


large and small offices” 








Is fully competent help available—free of charge—in 
providing a layout that will: 
| conform to actual work-flow patterns 
minimize traffic between departments 
and also within each department 
\_] assure privacy without sacrificing floor space 
a permic easy rearrangement and expansion? 








AS THIS CHECK LIST INDICATES, the value performance of office desks, chairs, 
files and related equipment is measured in greater work output through savings in time and effort, and reduced 
space requirements obtained without sacrificing appearance, comfort, or production. Through 
these tangible economies Art Metal offices frequently repay the entire outlay for new equipment 
within a year or two, and continue to return savings at the same rate for the life of the equipment. 
For maximum yield on your office floor space and payroll investment, check the adaptability 
and quality of Art Metal in the light of your needs. Your local representative is in the 
“Yellow Pages’’—or write Art Metal Construction Company, Jamestown 4, New York. 


FOR | check any of the following, 





to be sent free on request: ... Making 
Things to be Done Correct Seating offices finer 
When You Move or Chair Catalog j 
Rearrange Your Office - for business 
Executive and General ae Modular Office since 1888 
Office Desk Catalog cai 
| Filing Equipment Postindex Visible Index 
Catalog File Catalog @a.m.€.co. 1957 


National sales and service through branches and dealers in more than 800 cities. 
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kid Glove Test 
proves it! 





No More Stain or Smudge 
in Spirit Duplicating 


It’s true! 

TRANSOGRAPH is a completely new duplicating process devel- 
oped by Columbia for use on all existing liquid-type duplicating 
machines. It’s not just cleaner—it’s clean! 

TRANSOGRAPH PROCESS can readily be integrated with pres- 
ent liquid processes—no special machines or adjustments—no 
extra machine parts—no special operating technique. 
TRANSOGRAPH TRANSFER SETS are clean—non-sensitive to 


light. There are no printing restrictions—Kissprint—Impress 




















print—Type— Write—Draw—Rule—Tabulate . . . file—rerun. by 

TRANSOGRAPH FLUID is non-corrosive—contains no oil Ruder 
coat cylinder—produces brilliant copy. SEE IT DEMONSTRATED! 
TRANSOGRAPH COPY PAPER may be used on both sides— For date of local Transograph 
light-fast—water-fast—clean. Demonstration and complete 

© ° information, write: Columbia Seana 

Ribbon & Carbon Mfg. Co.. or Sst 

7210 Herb Hill Road, Glen ; 

@ Cove, N. Y. it ol 

sell 

orga 

sell i 


T R N S O G R P ALL NEW SPIRIT BR 
A A DUPLICATING PROCESS rane 
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Hobby kit maker and U. S. Navy tie up in “Navy Father of the Year” contest. 


How organized groups 


can help you sell your product 


Your public relations program can be sparked by working out projects 


in cooperation with civic, farm, religious, veteran and other 


organizations. But, says this expert, you must visualize your 


product in terms of broad trends in contemporary society. 


by David Finn 


Ruder & Finn, Inc., New York City 


If your product 
or service fills a public need—and 
it obviously does so or it wouldn't 
sell—there are probably dozens of 
organized groups that can help you 
sell it. 

Many companies give such con- 
stant attention to direct selling ef- 
forts that they overlook the multi- 
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fold benefits of indirect selling that 
can be obtained by working with 
other organizations. 

To take advantage of the vari- 
ous organized groups available for 
your purposes, you must be willing 
to back an indirect selling effort. 
Although the results may not be 
immediate, sizeable sales results 
can be gained in the long run. 

The first step is to find out spe- 
cifically what is the public service 
element in your product. Devel- 
oping a facility to think in these 
terms (see box, page 100) is one 


of the most important lessons to 
learn in long term public relations 
programming. 

Once this point of view has been 
developed, you are in a position 
to seek out areas of mutual interest 
between your company and organ- 
ized groups of all kinds. A knack 
for finding areas of mutual interest 
is necessary in this type of public 
relations, for no group can be per- 
suaded to cooperate on a project 
unless it serves the basic objective 
of the group. When you work with 
such a group, you must think of 
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Plant City 


FLORIDA 





offers a pleasant 
change in the land of 
sunshine and fun! 
Friendly suburban com- 
munity of 14,500—attrac- 
tive living conditions — 
there’sa plant site for you 
and a BIG WELCOME. 


Plans 


INDUSTRIAL DISTRICT 


offering 2 railroads; airport; 
highways; good water; power; 
with natural gas coming soon. 
Ideal for sub-contractors serv- 
ing the fast growing aircraft, 
missile, and other industries 
across Central Florida. 
Your inquiry will be handled 
promptly, in confidence. 

write 
PLANT CITY DEVELOPMENT COMMITTEE 
P. 0. Box 1509 Plant City, Fla. 
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Home Study Course 





In Programming 
Business Computers 


A home study course, the first and only 
one of its type, is being offered by Busi- 
ness Electronics Inc. Designed for people 
without technical training or experience, 
it is based on a similar course members 
of the firm developed and are teaching 
at a large University. 


Students are taught to develop and_pro- 
gram electronic systems for business 
problems such as Payroll, Accounts Re- 
ceivable, Inventory Control, etc. for a 
theoretical electronic computer called 


BEC. 


BEC was designed for instructional pur- 
poses and includes the best elements of 
commercially available computers. The 
knowledge the student gains from BEC 
can be applied to any computer. “?Pro- 
gramming for Business Computers” pro- 
vides an opportunity for the student to 
study at home at his own convenience for 
only a few cents a day. 


Free brochures describing the course 
are available upon request from Busi- 
ness Electronics Inc., Educational 
Division, 420 Market Street, San Fran- 
cisco 11, California. 
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Hints for organizational tie-ins 


Here are samples of the possible public service elements inherent 
in some types of products. Recognition of these areas can help you 
think in terms of mutual interest between your firm and some 


organized group. 


Food Health, nourishment, underprivileged groups, incorrect 
diets 
Furniture Industrial arts, contemporary home design, better liv- 


ing 
Office 


equipment 


Electronics 
future 


Boiler S 


Miniaturized 
products ment 
Precision 
products 


Time-saving 


product 


Work satisfaction, general efficiency, healthy mental 
job attitudes, personnel turnover 


Military defense, scientific progress, the promise of the 


Safety, efficiency, economy of installation, progress of 
scientific heating 


Needs of the jet age, trend towards portable equip- 


Social progress through man’s ability to do things 
with increasing accuracy 


How Americans can make best use of increased leisure 
time available today 





their broader interests as well as 
your own. 


How to find organized groups 


There are literally thousands of 
major organized groups in_ this 
country which offer potential areas 
of cooperation with private busi- 
ness efforts. 

The basic characteristics of these 
groups are that they have a fairly 
large membership and that com- 
munications to that membership is 
well organized. The goal of the 
organization is usually an idealistic 
one which is highly respected by 
the public and which therefore 
gives the group a great deal of 
prestige in the community. 

It may be that the organized 
group which can be most helpful 
to you is an obscure one which 
you have not heard of before. Even 
so, you will probably find that 
among those familiar with the 
group, its prestige is very high. 

An example of such out of the 
way groups are the “Tall Men’s 


| Clubs” located all over the country. 


These clubs proved to be greatly 
interested recently in an approach 
made to them by the manufacturer 
of large size shoes. Special litera- 
ture giving fashion advice to the 
tall men was prepared by the man- 
ufacturer and distributed by the 
clubs to their membership. It en- 
abled the clubs to perform a valu- 
able information service for their 
members; at the same time it en- 
abled the manufacturer to bring 
its own name before a large group 
of potential customers. 

For the most part, organized 
groups fall into definite categories. 
Some of these categories are: 

Religious groups. Each major 
religious denomination has several 
organized groups, including the 
ministry, religious-cultural, and re- 
‘ligious-education groups. Many 
have national headquarters—which 
can be located by contacting an 
individual member of any of the 
groups, such as the minister or a 
parochial school principal—while 
some have international headquar- 
ters as well. 
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Veterans groups. There are at 
least half a dozen individual vet- 
erans groups in the United States 
that have substantial memberships 
and significant national stature. 

Each has its own local chapters, 
its Own newspapers or magazines, 
and its own individual programs. 

Veterans groups have a high de- 
gree of loyalty among their mem- 
bership, and often enjoy a special 
place of honor in local communi- 
ties; their chapter officers are often 
influential men in a community. 

Farm groups. Many of these are 
regional in membership. Some in- 
clude the farmers themselves, some 
their wives, and some their teen- 
age children. Also important in this 
area are agricultural colleges and 
official state and federal organiza- 
tions serving farm areas. Most of 
these organizations are educational 
in nature, their main purpose be- 
ing to find ways to help the farmer 
in his work and in his way of life. 

Civic organizations. Practically 
every civic government function 
has a national organization affili- 
ated with it. Thus, there is a na- 
tional organization of mayors, of 
fire chiefs, of police chiefs, etc. It 
is often much more effective to 
work with these national organiza- 
tions than to contact local officials 
on an individual basis. 

Foundations. These are usually 
privately sponsored or endowed 
groups whose purpose it is to fur- 
ther some specific social or cultural 
ideal. One can be found for al- 
most every interest in our lives: 
reading, writing, safety, cleanliness, 
health, exercise, good grooming, etc. 

Other categories of groups in- 
clude fraternal organizations, edu- 
cational organizations, charitable or- 
ganizations, women’s groups, trade 
associations, professional groups 
and military organizations. 

Locating some of these groups 
may sometimes pose a problem. 
However, in addition to help that 
you might receive from editors of 
local newspapers or of business 
magazines, a listing of some 4,000 
groups appears in the Encyclope- 
dia of American Organizations, 
published by the Gale Research 
Co. of Detroit. 


How to approach groups 


Organizations are as anxious to 
work with you as you are with 
them. Virtually all organized 
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for an office copy machine 
...the all-automatic 
DRI-STAT ‘200’ 


Here’s the phetocopyer you've been e Easy to operate; anyone can make 
waiting for. Low in cost, high in effi- perfect copies after a few minutes’ 
ciency, the new DRI-STAT ‘200’ is the instruction. 


first truly automatic office copy 


machine priced under $350. e Copies any original—opaque, trans- 


lucent, transparent—up to 9” wide 


Look at these wonderful features: in any length. 

e Will copy anything; if you can see it, } : 
the DRI-STAT ‘200’ can copy it. AUTO-FEED, an exclusive, automatic 

e Makes copies in normal room light; paper feed is optional. Dri-Stat ‘200’ 
no hoods or subdued light necessary. with Auto-Feed is $245. Also available 

e Handsome stainless steel-aluminum is the Dri-Stat ‘400’ which copies 
construction; no plastic parts. materials up to 14” wide. 






Wmei..........::)-c000 


Ask for this informative, un- 
biased fact-folder, ‘Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” DRI-STAT DIVISION 
Peerless Photo Products, Inc. 
& Shoreham, N. Y. 


[] Please send me your FREE folder, ‘Office 
Copy Machines and How to Choose the 
One to Suit Your Needs.” 


[] I'd like to see a FREE Demonstration. 


Name Title 


STAT 








PEERLESS ites 
ee cal Street 


City an State 
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FIRE INSURANCE? / 











Suppose you lost your accounts receivable 
of your inventory records in a fire. Could you 
give proof of loss and collect the insurance 
due you? No! Fire insurance is a ‘“‘must”’ 
of course. But so is a Meilink Underwriters’ 
Laboratories-approved ‘‘A’’ label safe to 
protect your important business records. 
There is no safer safe in the whole wide 
world. See your Meilink dealer or write 
for folder to Meilink Steel Safe Company, 
Oakwood and Clinton, Toledo 6, Ohio. 


with Meu ti for keeps 


Most complete line of safes and insulated products 
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You Get Things Done With 
Boardmaster Visual Control 








eee geuaaOnToE ET : 
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yy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

yy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

jx Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 200,000 in Use 


$ 50 
Complete price 4g including cards 





FREE 24-PAGE BOOKLET NO. M-500 
Without Obligation 











Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 
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groups have a special man assigned 
to public relations, part of whose 
job it is to seek you out and find a 
way to cooperate with you. 

You will find them practical men, 
who understand that you will not 
be interested in cooperating with 
them unless you stand to gain in 
the long run. But, since they are 
non-commercial in their outlook, 
you must show them that you can 
think in their terms. 

You have to be more flexible 
than they are. For they must op- 
erate within the framework of their 
stated purposes, while you can un- 
dertake all kinds of activity so 
long as your company can ulti- 
mately benefit from the project. 

There are many different ways in 
which you can work out coopera- 
tive projects with organized groups. 
Here are a few examples: 

Operational assistance. A depart- 
ment store, for example, recently 
worked out a cooperative project 
with the Handwriting Foundation 
to help train store clerks to write 
more legibly. The store had found 
that illegible handwriting was a 
costly affair—wrong orders were be- 
ing sent to customers, time was be- 
ing wasted trying to decipher badly 
written orders, etc. It was to the 
interest of the Handwriting Foun- 
dation to help the store train its 
employees to write more clearly, 
since improvement of handwriting 
is the foundation’s main goal. 

The fact that the program was 
worked out in cooperation with an 
outstanding organization like the 
Handwriting Foundation helped to 
impress the store’s employees with 
the importance of the project. It 
also proved to be publicizable to 
the general public, so the store 
gained in its reputation of being 
well managed, besides improving 
its efficiency. 

Promotional tie-ups. Organized 
groups have their own promotional 
programs which offer tie-up pos- 
sibilities for enterprising commer- 
cial companies. 

Excellent examples of such tie- 
ups are found in the case of charity 
drives. Often the opening of a mo- 
tion picture or play is dedicated to 
a charity, and the proceeds are 
donated by the producers of the 
show to the charity. 

Another kind of promotional tie- 
up was recently worked out be- 
tween a manufacturer of plastic 


model kits of naval ships and the 
United States Navy. In honor of 
Fathers’ Day, the company de- 
cided to pick the Navy Father 
of the Year in each of a dozen dif- 
ferent cities. The Navy devoted its 
recruiting drive of the month to 
the promotion, and displayed mod- 
els made by the manufacturer in 
recruiting booths all over each 
city. There was a great deal of ra- 
dio and television time devoted to 
the man selected as the Father of 
the Year in each community, and 
an opportunity was found to call 
for recruits from among the audi- 
ence, as well as to thank the com- 
pany for sponsoring the project. 





Design from guide book to exhibit 
co-sponsored by manufacturer and 
American Federation of Arts. 


Awards. These work both ways— 
awards by public service organiza- 
tions to companies or company rep- 
resentatives, and awards by com- 
panies to public heroes identified 
with organized groups. 

The first type of award is the 
result of meritorious work on the 
part of a company, and cannot be 
solicited. The important thing to 
remember is that when an award 
is won—whether it is a_ safety 
award, or design or engineering 
award, or public service award—it 
should be called to the attention of 
the various publics with which the 
company is concerned. It should 
appear, for instance, in company 
house organs and in annual reports, 
and certificates should be framed 
for prominent display in reception 
rooms or executive offices. 
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The second type of award can | 
be developed in connection with 
specific company promotions. Thus, 
for instance, a manufacturer of sur- 
gical dressings recently decided to 
give awards to fireman heroes all 
over the country in connection with 
a special promotion in drugstores. 
The idea was to emphasize that 
one has to have one’s medicine 
chest well stocked, to be ready for 
unforeseen accidents. 

The prestige of the fire depart- 
ments and the colorfulness of the 
personal stories of the local heroes 
helped the drug company call at- 
tention to its current selling theme. 


usSstomatic 
- . HAS ‘MO RE? 


Reputation-building projects 
Implicit in all cooperative proj- 
ects with organized groups is that 
some of the prestige of the public 
groups becomes associated with the 
commercial company. In a sense, it 
is like an endorsement of the com- 
pany by the organized group 
(though this must also be of a most 
subtle nature, for the group could | 


MORE tor the operator ORE tor the boss 





never tolerate a direct endorse- 
ment of anv kind). in new features, beauty, in new features that: mean 
-S . . 2ase f ere ! low-cost, @-Saving acc acy! 
An example of this is the case of | bse end! Acer NS ee SCCUlaey 
a manufacturer of doorknobs who | The New Comptometer Customatic gives you everything you've learned to 
sponsored an art exhibition in co- expect from Comptometer—plus these 3 new features. 
operation with The American Fed- NEW CUSTOMATIC NEW INSTANT NEW COLOR-smart, rest- 
ee : ° . KEY CONTROL ELECTRIC CLEARANCE ful Diamond Gray, scien- 
aS ¢ ‘ ‘ y: - ’ 
eration of Arts, a national Organ operator simply adjusts a touch of the bar and tifically selected for 
zation to which most art museums new control to suit her the dials are cleared, eye-ease and blends . 
own individual touch. electrically. readily with office decor, i 


of the country belong. To develop 
the exhibition, the manufacturer 


Re ‘. 4 i ! 
commissioned some of the leading It's the cost per calculation that counts: 
mee f foe 4 water Comptometer’s famous features enable you to 
sculptors of our day to develop get MORE AND BETTER work, at less cost! 
new approaches to door knobs. 


The results were so dramatic that Accuracy Key insures complete registration. 


many of the larger museums which Easy-to-Read Large Answer Numerals show 
were members of the AFA sched- through apertures shaped to reduce glare. All 
ules the exhibition as part of their CHAE BO TES CE GNOMES Ste SHENES 
regular exhibition series. Not only Direct-Action Keys give lightning answers. No 
did the visitors to the museum gain levers, cranks, or extra operations. 

an impression of the company as Cushioned Touch—Built-in floating action elim- 
being progressive and highly con- inates “finger-fatigue.” 


scious of good design, but a great You will appreciate the New COMPTOMETER 
deal of local publicity accompany- CUSTOMATIC only when you see it in action. 
ing each exhibition carried this im- 
pression even to those who could 
not attend. 





Let us prove this in your office FREE. 





Speaking engagements 





Comptometer Corporation 
1712 N. Paulina St., Chicago 27. til. 


In Canada: Canadian Comptometer, Ltd. 
501 Yonge Street, Toronto 5, Ontario 
( Arrange free office trial for me on: 
[_] Send me literature on: 

] Comptometer Customatic 

(-] Comptometer Comptograph ‘'220M” 
(_] Comptometer Commander 


This, too, works both ways— 
members of organized groups can 
be guest speakers at company 
events such as sales conventions 
and plant openings, and company 
representatives can be invited to 





cae ak 2 ; pra , Comptometer Comptograph Comptometer Commander— = — NAC rene me 

speak at important national confer- va2GMA''. with new murtipnl. Insures accuracy In deta. Fiem__ 

Nees ¢ : , i : cation key— more features tion. Lifetime Magnetic 

ences sponsored by public groups. than any other 10-key listing saves far more than machine | | See ea ei 
In both cases, the main value of , machine, Mail coupon. — costs. Try it today, FREE. city = zone State 
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GE) INVENTORY CONTROL SYSTEM 





YEP! HOW MANY 
haf YOU NEEO? 


Know what you have, where it is and when you will need 
more! Regardless of the size of your business, inventory 
control enables you to get faster, more depenable results 
with substantial savings in work, time and money. 

ACME VISIBLE RECORDS INC., Crozet, Virginia 
(J Send us more information on Inventory Control System. 

(J We are interested in Acme Visible equipment for. 


records. 








Ask the man from Acme 
Company 


Kind of record C-1057 
Attention 





to show you examples 
Address 
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City 


Zone State 





Contemporary style has 
been achieved in Trend 
without sacrifice of com- 
fort. Thickly padded with 
foam rubber...fiber glass 
bases on the swivel chairs. 








two 

new 
executive 
swivel 
chairs 
and 
an 
executive 
guest 
chair 







hy Sturgis 
The Sturgis Posture Chair 
Company, Sturgis, Mich- 
igan. Address inquiries to 
the company’s General 
Sales Offices, 154 East 
Erie St., Chicago 11, Ill. 
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CANCER’SE 
SEVEN ff 
DANGER &f 
SIGNALS & 





Unusual bleeding or 
discharge 


A lump or thickening In 
the breast or elsewhere, 


A sore that does. 
not heal 


Change in bowel or 
bladder habits 


5 Hoarseness or cough | 


Indigestion or difficulty | 
in swallowing 


7 Change in a wart or mole 


if your signal lasts longer than 
two weeks, go to your doctor to 
learn if it means cancer. 


AMERICAN CANCER SOCIETY. Sp 


the speaking engagement is that 
the association with a national pub- 
lic group brings public attention 
to the company involved. 


Advertising 

\ tie-up with an organized group 
often provides valuable material for 
a company's advertising campaign. 

A prominent watch company, for 
instance, has for years provided all 
of the timing equipment for the 
Olympic Games. The advertising 
campaign of the company has for 
years been based on its ability to 
achieve record-breaking degrees of 
accuracy and_ precision—and it 
mentions the Olympic tie-up as an 
illustration of its accomplishments. 


Caution: tact needed 

A great many fine opportunities 
for cooperative efforts with organ- 
ized groups have been spoiled by 
crudeness and indelicateness in the 
process of discussing details. 

Each partner in the project—the 
company and the organization— 
must look out for his own inter- 
ests. He must decide for himself 
whether the terms of the arrange- 
ment can be valuable for his party, 
but he cannot expect the other 
party to represent his interests. 
Commercial tie-ups which destroy 
the integrity of the organization ob- 
viously will be avoided at all costs. 

By the same token, it is foolish 
for a commercial company to go 
along with a project which cannot 
be of value to its own interests. 

If the cooperative venture can 
enhance the reputation of the com- 
pany, if it can draw attention to a 
sales program which can _ benefit 
from publicity, if it can help build 
an awareness on the part of the 
public for the type of product the 
company sells (on the theory that 
if the industry grows, the firm will 
keep its share of the market)— 
then the project makes sense. 

If these interests cannot be 
served, the project should not be 
undertaken. Deciding against such 
a project should always be done 
with a polite but full explanation 
to the organization concerned. The 
PR man will understand, even 
though there is no way for him to 
change the nature of the proposed 
tie-up. And being frank with each 
other at that stage will keep the 
door open for future tie-ups with 
the same organization. m/m 
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this book 

can 
revolutionize... 
and economize 
your daily 
office 
procedures! 


Just published by 
Diebold, Inc., this 
authoritative manual 
contains the complete 
transcript of the first 
symposium ever held on 
the use of Procedural Microfilming 
as an everyday office tool in 
Clerical Cost Control. 





The symposium, held at the 

Park Lane Hotel in New York City, 
under the chairmanship of Jerome W. Harris, = 3 

Publisher and Editor of Management Methods s=¢z 3 = & 2 

Magazine, was sponsored by Diebold Fw § CRA 9600 
and covered such subjects as: 3 . 







e reduction of clerical ¢ elimination of ¢ Motorized 
operations descriptive billing ¢ Portable 

e protection against bad ; e Lowest Cost 
checks e uses in budget 


e protection of accounting 

, Raahoer records savings in eet 
wh 7 veer operations 

e increasing inter-city 
banking services e uses in field audits 

® uses of procedural ; ; 
microfilming in market © savings in the 4 
research educational field, etc. FLOFILM 9600—first 

microfilm camera 
specifically designed 
for “Procedural Microfilming.” 


DIEBOLD, INC. Dept. 72 
Flofilm Division 


ra Norwalk, Conn. 
Please send copy of “Procedural Microfilming” to: 
ees ed Title 


For your free copy of “Procedural Microfilming” clip the 
coupon to your business letterhead and mail today. Addi- 


SS 
tional copies are available at $1.00 per copy. 4 
4 








Ao oe Bet ee ae ee Company . 
ee 2 
Flofilm Division e Norwalk, Conn. aca ne 
City Zone___State 








Sales and Service Offices in All Principal Cities 


ABR aS SS SSS SSS SSS SS SS SS ee ee eee 
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PROBLEM SOLVING CLINIC 


(Continued from page 35) 


PROBLEM 





If rising sales and distribution costs were 
placing your firm in an unfavorable competitive 


position, how would you go about pulling 


your costs back into line? 














I would have a budget construct- 
ed and educate my sales people 
in budgetary controls. Strangely 


cnough, they like it.” 


STUART F.. SMITH 

Connecticut General Life 

Q. Mr. Smith, if sales costs were 
rising, how would you go about 
pulling them into line? 

A. Well, you have to do two things 
at once. The solution to unit distribu- 
tion costs lies essentially in volume of 
business, so anything you do must be 
built around an attempt to increase 
sales. The first thing I would do, 
however, would be to have a sales 
budget constructed. I'd educate my 
sales people in the use of sales budg- 
etary controls. Strange as it may seem 
to some people, sales people like budg- 
etary controls. 


Q. Salesmen like budgets? 
A. Sales managers—branch managers 
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—can be made to like budgets, par- 
ticularly when accompanied by incen- 
tives. So the second thing I would do 
would be to apply incentives. There 
would be incentives for increased 
sales and other incentives for better 
cost control. Budgets and incentives 
together can lower your unit costs. I 
would make it possible for my sales 
organization to handle increased sales 
volume at lower costs. The system 
would be well understood, manifestly 
fair. Yes, budgets, rewards, bonuses 
and penalties—these are very welcome 
to the better class of sales manager. 
I'd get my sales costs down in a hurry. 





“If you slice the hell out of your 
distribution costs, you're likely to 
find yourself in trouble. Our costs 


are deliberately high.” 


FREDERICK H. KLEIN 
Orr & Sembower, Inc. 


Q. If your distribution costs were 


wr? 


higher than those of your competi- 
tors, what would you consider the 
most logical approach, Mr. Klein? 
A. Let me answer that by saying that 
our distribution costs are high—and 
it’s not because we can’t control them. 
In our field, at least, you can get 
better control over distribution costs 
than anything else—and certainly bet- 
ter control than over production costs. 
Yes, our distribution costs are high, 
and they are deliberately high. 


Q. Why is that? 

A. We're selling an industrial product 
and a big part of our sales appeal is 
that we stand behind the product 
with service, customer instruction and 
technical aid. Now, it’s always possi- 
ble to slice the hell out of distribution 
costs. We could do it. But I think 
we'd find ourselves in a lot of trouble. 
I’ve watched what happens to firms 
selling industrial products when they 
try to economize on the over-all costs 
of distribution. 


Q. What happens? 

A. Well, they cut down or cut out 
their advertising. They diminish or 
cancel completely their responsibility 
for the product after it leaves their 
shop. They cut down on service in 
the field. The only thing they have 
to offer is a low price. And pretty 
soon they can’t even offer that be- 
cause their sales diminish and the 
lower volume means high unit distri- 
bution costs again, and back up go 
the prices. 


Q. So you are not particularly con- 
cerned that your distribution costs 
are higher than average. 


A. Not if they are not too far out of 
line. There is a limit, of course. But 
as long as our costs are higher because 
we are selling responsibility for our 
equipment as well as the equipment 
itself, I know I don’t have to worry 
about losing business 
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Q. Extra service, and thus extra 
cost, is a profitable sales approach 
in your field, is that right? 

A. We've found it so. When your 
business is to sell equipment that an- 
other man uses in his business, local 
service is tremendously important. 
When something goes wrong, the cus- 
tomer gets on the phone and he wants 
help right now. If you let him down 
a couple of times and hold up his 
production for two or three days, 
you'd be surprised how difficult it is 
to make another sale in that area. 
All the people in the industry you are 
selling to there may be competing, 
but the word about you gets around— 
good or bad. They have their various 
group meetings where they discuss 
general industry matters, and if you’ve 
fallen down somewhere as a result of 
cutting distribution costs, the door is 
awfully hard to open again. 





“When you have a jolt like rising 
sales costs, you may discover that 
some people are not as good as you 


thought they were.” 


R. STAFFORD Epwarps 

Edwards Co., Inc. 

Q. If excess sales costs were plac- 
ing you in an unfavorable position 
with a major competitor, Mr. Ed- 
wards, what would you do about it? 
A. If you know your competitor and 
his operation well enough, the first 
thing you would do is to compare 
your methods of distribution with his. 
If you find your methods are the 
same or as good as his, and your costs 
are still higher, then it’s likely there’s 
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costs 


“Our Gistrioutcic are 


U 


KLEIN 


something wrong with your organiza- 
tion. 


Q. Have you ever been in this sit- 
uation? 
A. Yes. 
Q. What did you find was the 


problem? 

A. Well, very often you find that 
there are people that you get used to 
and you accept their performance as 
being up to par. But when you have 
a jolt like rising sales costs, you give 
a more careful analysis and you may 
discover that these people are not as 
good as you thought they were. 


Q. So you take action in that di- 
rection? 

A. Yes. It’s very easy to accept per- 
formance as good, particularly when 
the man is loyal, hard working, never 
late, never absent, and so on. There 
he is, a fine employee, but suddenly 
comes the jolt and you discover that 
no matter how good he is in these 


nae + 3m RATN 
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high—and purposely." 


lines, he just doesn’t possess the abil 
ity to get to the certain level you 
need. 


Q. Is it sometimes the case that the 
job is wrong, not the man? 

A. Well, yes, and in that case you 
alter the job or the policies sur- 
rounding it. And sometimes training 
will help. 

Q. Will a new incentive help? 

A. Not if the old incentive was any 
good. In other words, if a lot of peo- 
ple are performing under the old in- 
centive, I wouldn’t change it because 
of one man. 


Q. Have you ever used any un- 
usual sales incentives programs? 
A. Yes, we have tried them all. 


Q. With what success? 

A. Varying success. We have always 

come back to the fundamental setting 

of quotas and giving the man a sld- 

ing percentage of incentive pay. 
(Continued on page 109) 
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“Look, no clutter on top or in drawers!” 
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If desks in your office 


are cluttered like this, they’re time wasters 
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of desk, not worker 


Cluttered desks are a sure sign of an old fashioned 
office—a carry-over from the 20’s. Today’s modern 
offices have ‘‘clutter-proof’’ desks—the ingenious 
Shaw-Walker Desk that makes other desks 
obsolete by its many improvements. 

With these new desks, time-wasting top clutter 
and drawer hodgepodge are eliminated. Fully 
75% of things that drift around on top of other 
desks have a specific place inside this desk. There 


HAW-WALKE 


h “Built Like a 
F Skyscraper” 


if you can't cure desk clutter it’s fault 
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are off-the-desk trays for incom- 
ing, outgoing and pending letters, 
off-the-desk space for work or- 
ganizers, work separators, de- 
ferred projects, binders, books, 
pads, forms, card lists. There’s 
even an in-drawer wastebasket and provision for 
in-drawer phone! 

With Shaw-Walker ‘‘Clutter-Proof’’ Desks, us- 
able working space on the desk tops is doubled. And 
with everything so well organized inside the desks, 
more work gets done, easier, faster. 

See these ‘‘clutter-proof’”’ desks at our branch 
or dealer or write Shaw-Walker, Muskegon 83, 
Michigan for new 252-page Office Guide. 


Largest Exclusive Makers of Office Equipment 


Muskegon 83, Mich. Representatives Everywhere 
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It organized my work and doubled my work space 
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STUART F. SMITH 
Connecticut General Life 


Q. Mr. Smith, about how much of 
your time do you spend in business 
meetings? 
A. I would say 80%. 
Q. Have you discovered any par- 
ticular technique for making meet- 
ings more eftective? 
A. One method that helps is for some- 
one to come to the meeting armed 
with a recommended conclusion, or 
solution to the problem to be dis- 
cussed. 
Q. You feel that is the key to a 
successful meeting? 
A. Yes, that will speed up a meeting 
faster than anything else. Of course, 
it must be realized that the precon- 
ceived conclusion is subject to debate. 
This brings up the matter of attitude. 
You must build a certain attitude to 
accomplish that. People can’t be sensi- 
tive about their ideas being chopped 
up. And the attitude must be such 
that a man is not discredited because 
his idea is radically or entirely 
changed. Neither should total credit 
be given to the people who change it. 
You know, you have counter- 
punchers in business just as you have 
counter-punchers in boxing. They are 
unable to sit down and create a solu- 
tion to a problem unless they can 
pick to pieces a suggestion offered by 
someone else. These people are coun- 
ter-punchers and they’d be the last 
people to walk into a meeting with a 
preliminary idea to offer. 
Q. But they have a very valuable 
function and .. . 
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With most executives spending from 20% to 80% of their 
time in meetings, there’s the problem of keeping 
meetings fast and efficient, and getting the most value 


from them. How do you do it? 











A. Yes, they have a very valuable 
function. They enjoy picking someone 
else’s ideas apart and they do it well. 
The collective judgment of the group 
is better as a result. 





Sometime neectings run too 


woth when men don't do then 


: ! 
own thinking and say only what 


thev think vou want to he 


FREDERICK H. KLEIN 
Orr & Sembower, Inc. 


Q. Do meetings in your company 
run fairly smooth, Mr. Klein? 


A. Pretty much so. Sometimes too 
smoothly. 


Q. Too smoothly? Why? 
A. Well, first, I think you always have 
to be careful that you are not getting 
only what the fellows think you want 
to hear. Number two, it is sometimes 
difficult to get subordinates to do their 
thinking on their own. In some small 
companies there is a tendency for 
subordinates to buck their problems 
up to the top man. Sometimes it’s the 
top man’s fault, of course, because he 
dominates meetings or forces all his 
own ideas on his people. But even 
when that’s not the case, I think there 
is a normal tendency for people to 
buck their problems upstairs. Now, 
that can be very time consuming and 
very irritating. 

Q. Do you take any particular ac- 
tions to demonstrate to your people 
that you want them to do their 
own thinking, in meetings as well 
as elsewhere? 

A. I use a very simple and direct 
approach. If I find that someone is 
trying to get me or someone else to 
do his thinking for him, I get hold of 
him and say, “Look here, why haven't 


you done something about this your- 
self? You certainly know a lot more 
about this than I do. Let me hear 
some of your ideas!” 


Q. Then you think the secret of 
successful meetings is for the top 
man to encourage and even force 
the others to do creative thinking 
on their own? 

A. You're paying people to think. If 
you can’t get them to do it, you’re not 
much of an administrator and you're 
not getting your money’s worth. 
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R. STAFFORD EDWARDS 
Edwards Co., Inc. 


Q. Mr. Edwards, how much of 
your time do you spend in meet- 
ings? 

(Continued on page 111) 
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Only Bruning Copying Machines Give You All 
These One-Writing Benefits for a Penny-A-Copy! 


Now, you can put an end to slow, costly, error-prone clerical 
copying on almost any paperwork operation in your busi- 
ness with modern Bruning Copyflex copying machines. 


With Copyflex you write information only once. Subse- 
quent paperwork needed to complete any business opera- 
tion — order-invoicing, purchasing-receiving, accounting, 
production-control — is mechanically accomplished with 
Copyflex. No slow, costly retyping of information from one 
form to another. And only with Copyflex do you get all 
these important benefits for a penny-a-copy! 


SPEED! It takes only seconds to make sharp, black-on- 


white Copyflex copies . . . directly from originals! You can 
make any number of copies—all as sharp and readable as 
the first. 


ECONOMY! Letter-size copies cost less than a penny 








Charles Bruning Company, Inc., Dept. 102-F 
4700 Montrose Ave., Chicago 41, Illinois 


each for materials. And your Copyflex machine requires no 
special installation or auxilliary equipment, is economical 
to operate. 


VERSATILITY! With Copyflex, you can copy anything 
typed, written, printed, or drawn on ordinary translucent 
paper. You can make copies on white or color-tinted paper, 
on cardstock, or on film. 


SIMPLICITY! Anyone can operate Copyflex. Simply in- 
sert the original and sensitized sheet, and back comes the 
copy. No negatives, masters, stencils, or plates required. 


Copyflex Desk Top Model 110 shown above copies 
originals 11 inches wide by any length. Only $555. Other 
models available to copy originals up to 54 inches wide. 
Copyflex machines are ideal for office use—absolutely clean, 
quiet, and odorless! Mail coupon for special literature offer. 







— 


(7 Order-Billing 


(] Accounting 


= Title. 





Cc 


In Canada: 105 Church St., Toronto 1, Ont. 
Please send me literature on Copyflex and its use for: 
C7 Purchasing-Receiving 

' whlex C) Production Control 








Address. 


, 





City. 


County State 
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"Fliciting workers' 


A. A great deal, primarily because 
we are very strong for committee man- 
agement here. 


Q. What methods have you found 
for overcoming the problems of 
committee meets, or for making all 
meetings more successful? 

A. Our answer is to hold meetings 
regularly. We don't call meetings as 
an emergency. Every member of a 
certain group knows there is going to 
be a meeting at a certain time every 
Tuesday, for example. As a result, he 
prepares himself for the business or 
problems to be covered. I think a lot 
of the long-windedness and a lot of 
the argumentative factors in meetings 
come about because someone has 
finally been able to get a group to- 
gether and he never knows when he 
will be able to get them together 
again. So he and the group try to 
cover the waterfront that day. 


Q. And you think that 


meetings overcome this? 


regular 


A. I don’t think a committee or any 
group is worth a thing unless its 
meetings are set up on a regular basis 
—a set time on a specific day. It may 
be once a week or once a month, but 
it should be on a regular schedule. 


Q. Well, do you have the problem 
of meetings dragging on and on? 
A. No, because we know that what 
we don’t cover this week we can cover 
next week. Most of our meetings are 
scheduled as luncheon meetings. They 
begin at noon and seldom go beyond 
two. We feel we get more into the day 
by stealing the lunch period. 

Q. A common complaint about 
meetings is that they take five or 
six men two hours to decide some- 
thing that one man could decide in 
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ideas gets results." TAYLOR 


two minutes. What is your attitude 
toward this complaint? 

A. Well, I don’t think that is true. 
For one thing, the man who has a 
tough, knotty problem, instead of 
having to stew over it and carry the 
responsibility for solving it alone, 
brings it into a meeting and five or 
six men bat it around. The responsi- 
bility for the solution decided upon 
is shared. As a result, the man whose 
problem it ultimately is has the cour- 
age to go out from the meeting and 
act boldly if those in the meeting are 
standing behind him. Furthermore, 
meetings—regular meetings—often 
speed up decisions and actions. If a 
man is assigned something to do in a 
meeting this week and he knows he 
is going to have to report on it at 
next week’s meetings, chances are he’s 
going to get it cleaned up before the 
next meeting. I think meetings can be 
so constituted that they serve as a 
pooling place for ideas without tak- 
ing proper responsibility away from 
individual executives—provided they 
are held regularly. 





“Our job is to process recommen- 
dations quickly, by taking action, 
postponing action, or rejecting the 
proposal with an explanation.” 


MALCOLM P. TAYLOR 
Taylor-Reed Corp. 


Q. Mr. Taylor, how have you been 
able to use meetings profitably in 
your company? 

A. We use what we call a “multiple 
management” system which I believe 
was fathered by McCormick & Co., 
Inc. of Baltimore. It’s based on the 


idea that everyone in our company 
should have an opportunity to express 
his thoughts on the over-all opera- 
tion of the business. It is amazing 
what we have been able to accom- 
plish by eliciting the thoughts and 
ideas of our employees through regu- 
lar meetings. 

Q. How does it work? 

A. We have what we call a Plant 
Board, composed of employees in the 
business. The board elects its own 
members and is completely free and 
apart from company control. No man- 
agement people are represented. The 
Plant Board meets regularly, every 
two weeks. The members sit down 
together to discuss problems affecting 
any or all departments. Any recom- 
mendations that are unanimously 
made are submitted to a Senior Board, 
which is made up of our management 
team. Our job is to process these 
recommendations quickly, by taking 
action, postponing action, or rejecting 
the recommendation with an explana- 
tion. 


Q. What value do you feel this 
multiple management technique 
serves? 

A. It provides two benefits. First of 
all, the Plant Board looks into a num- 
ber of areas and fills a number of 
holes that management often does 
not see. In addition to recommenda- 
tions directly concerning employees, it 
has made valuable recommendations 
on products and production methods. 
Secondly, it gives everyone an oppor- 
tunity to share in running our busi- 
ness. There is a regular turnover in 
the membership of the Plant Board, 
so that almost everyone serves a term 
as a member. These Plant Board meet- 
ings have been in progress in our 
company for 17 years and we think 
they represent one of the best meth- 
ods we know for tapping the full 
resources of our people. m/m 


EDWARDS 











ADVERTISING 


Meee Products, Ime. 2... ccccccsvecs 86 
Agency: LaPorte & Austin, Inc. 
Acme Visible Records, Inc. ...... 104 


Agency: E. H. Brown Advertising 


Addressograph-Multigraph Corp. .. 8, 9 
Agency: The Griswold-Eshleman Co. 


G. J. Aigmer Co. ....ccccccscceee 68 
Agency: The McNulty Advertising 


All-Steel Equipment, Inc. ........ 87 
Agency: E. R. Hollingsworth & Associates 
American Floor Machine Co. ...... 23 
Agency: Beeson-Reichert, Inc. 
American Lithofold Corp. ........ 52 
Agency: Burlingame-Grossman Advertising 
Art Metal Construction Co. ........ 97 
Agency: Comstock & Company 
Avrora Equipment Co. .......... 63 
Agency: Arthur R. Mogge, Inc. 
Automatic Electric Co. .......... 85 
Agency: Proebsting, Taylor, Inc. 
Automatic Pencil Sharpner Co. .... 66 
Agency: Julian Besel & Associates 
SUE 36 )Gisie.6 6 605 0 40's0 8 2 e's 48 
Agency: Kreicker & Meloan, Inc. 
Baltimore & Ohio Railroad ...... 2 
Agency: Richard A. Foley Advertising 
Baltimore Business Forms Co. ..... 82 
Agency: Vansant, Dugdale & Co., Inc. 
I TE GU, ec twcccccscesccs 86 
Agency: Frank C. Jacobi Advertising 
Bienfang Products Co., Inc. ...... 63 
Agency: Gregory Ruffa Advertising 
Borroughs Mfg. Co. ............. 69 
Agency: Roland G. Spedden Advertising 
Charles Bruning Co., Inc. ........ 110 
Agency: H. W. Kastor & Sons Adv. Co., 

Inc. 
IS GONMR, vo. no cas cae 83 
Agency: Campbell-Ewald Co. 
Business Electronics, Inc. ....... 100 
Agency: Don L. Burgess Advertising 
ON eC ee 80 


Agency: Robert Christopher Advertising 


Cole Steel Equipment Co., Inc. .... 77 
Agency: Webb Associates, Inc. 


Columbia Ribbon & Carbon Mfg. 
MUIR 6-0. 5/bia so 019. 6.6 0:66 0 0 664.8 98 
Agency: E. M. Freystadt Associates, Inc. 


Commonwealth of Pennsylvania... 6 
Agency: Kastor, Farrell, Chesley & Clif- 
ford, Inc. 


Comptometer Corp. ............. 103 

Agency: Henri, Hurst & McDonald, Inc. 

IG IS be dina tc ace sc oes aeess 54 

Agency: Rex Farrall, Inc. 

Creative Plastics Corp. .......... 71 

Agency: J. J. Coppo Co. 

Cummington Corp. .............. 90 

Agency: Horton, Church & Goff, Inc. 

Datamatic Corp. ................ 57 

Agency: Batten, Barton, Durstine & Os 
born, Inc. 

PO Se ae ee eae 55 


Agency: Fuller & Smith & Ross, Inc. 


DrOmOry, TE. ccsccosicvecscccens 105 
Agency: Ritter, Sanford & Price, Inc. 

DUTRS, BME. cic ccccescccccncececs 46 
Agency: Henri, Hurst & McDonald, Inc. 
Eastman Kodak Co. .......... 28, 29 
Agency: J. Walter Thompson Co. 

TRO ERGO WTB, COs .cccciccccsecs 17 


Agency: Geyer Advertising, Inc. 


ElectroData, Div. of Burroughs 
~ ; Urrrr eter eee renee ie 49 
Agency: Carson-Roberts, Inc. 


Filmsort Division of Dexter Folder 
reer Tee ee ee ee ee 88 


William A. Force & Co., Inc. ...... 68 
Agency: Philip I. Ross Co. 


Friden Calculating Machine Co., 
__. Mate Cee ee eee 18, 19 
Agency: J. Walter Thompson Co. 


The General Fireproofing Co...Cover Il 
Agency: The Griswold-Eshleman Co. 


Graphic Systems, Inc. ........... 102 
Agency: Diener & Dorskind, Inc. 

G. BR. PreGwets, IMG. occ cc eces 65 
Agency: Norman-Novan, Inc. 

We PRET ONG = 6 vesicle 6.6) s.s esis Bid 79 


Agency: Hutchins Advertising Co., Inc. 


Hamilton Mfg. Corp. ............ 96 
Agency: Caldwell, Larkin & Sidener-Van 
Riper, Inc. 


Hammermill Paper Co. .......... 58 
Agency: Batten, Barton, Durstine & Os- 
born, Inc. 


PRIN Hane Cé., ING 2.6... es 91 
Agency: Gibney & Berreca 


HONTOP GGFR. osc secs isesenecsce 84 
Agency: Lamport, Fox, Prell & Dolk, Inc. 


TRO HO YOF COTB. ook cccicescccces 70 
Agency: Frank C. Jacobi Advertising 


Invincible Metal Furniture Co...Cover IV 
Agency: Klau-Van Pietersom-Dunlap As- 
sociates 


irons & Russell Co. ..........200. 15 
Agency: Knight & Gilbert, Inc. 

James Lees & Sons Co. .......... 10 
Agency: D’Arcy Advertising Co. 

Management Methods Magazine... 25 
Marnay Sales & Mfg. Co. ........ 56 
Agency: Richard & Gunther, Inc. 

Meilink Steel Safe Co. ........... 102 
Agency: Blaco Advertising 

MN Rea ales wien’ sieve in sis 010 e 73 


Agency: Meermans, Inc. 


Monroe Calculating Machine Co., 
>. saspecasiewebessnageceees 27 


Agency: Charles W. Hoyt Co., Inc. 


Moore Business Forms, Inc. ...... 67 
Agency: N. W. Ayer & Son, Inc. 


URN I 5a biele'e ence .0 6.6 si0.0. 5. 5 
Agency: Schwab and Beatty, Inc. 


The McBee Co., Division of the Royal 
gS aoe eee eee 78 
Agency: C. J. LaRoche & Co., Inc. 


National Cash Register Co. ..... 1, 20 
Agency: McCann-Erickson, Inc. 


INDEX 


Niagara Therapy Mfg. Corp...Cover Ill 
Agency: W. S. Walker Advertising, Inc. 


North Carolina, Dept. of Conser- 


vation & Development ........ 30 
Agency: Ayer & Gillett, Inc. 
a ee eee 89 
Agency: Geyer Advertising, Inc. 
Gravisual Co., 1G. oc scccccsecvens 15 
Orlando, Fla. Industrial Board .... 62 


Agency: Robert Hammond Advertising 


Ozalid Div. of General Aniline & 
PIE GOP bec ic ese esccewecee 61 
Agency: Benton & Bowles, Inc. 


Peerless Photo Products, Inc....... 101 
Agency: John Mather Lupton Co., Inc. 


Peirce Dictation Systems ......... rf 
Agency: O’Grady-Andersen-Gray, Inc. 


PROTOSTET GOT 666.66 ss ee ce ee cee 4a 
Agency: Knight & Gilbert, Inc. 


Pitney-Bowes, Inc. ........ 11, 16, 81 
Agency: L. E. McGivena & Co., Inc. 


Plant City, Fla. Development Com- 
re ee ee ee ere 100 
Agency: Griffith Advertising 


PEGMI PINE GOED So 6 oie bck cosas 64 
Agency: Webb Associates, Inc. 


Recordak Corp., Subsidiary of East- 
man Kodak Co. ...........- 50, 51 
Agency: J. Walter Thompson Co. 


Recere Files, NRG. 2k cect es 81 
Agency: Seiple of Canton 


Rex-O-Graph Div. of General Bind- 


ESOC oer einer 54 
Agency: Irving J. Rosenbloom & Asso- 
ciates, Inc. 
Security Steel Equipment Corp..... 12 
Agency: Kenyon-Baker Co., Inc. 
Shaw-Walker Co. ...........---+. 108 
Agency: J. Walter Thompson Co. 
The Standard Register Co. ........ 13 
Agency: Don Kemper Co., Inc. 
EE SEC ae ee eee 52 
Agency: Gibson-Erlander, Inc. 
Stromberg-Carlson Co. .......... 14 
Agency: The Rumrill Co., Inc. 
Stromberg Time Corp. ..........- 56 
Agency: G. F. Sweet & Co., Inc. 
Sturgis Posture Chair Co. ........ 104 
Agency: Blaco Advertising 
i ee eee 71 


Agency: H. M. Leete 


TelAutograph Corp. ............- 53 
Agency: J. W. Christopher, Inc. 


Veeder-Root, Inc. .........-----: 65 
Agency: Sutherland-Abbott Advertising, 


Wellington Sears Co. ............- 26 
Agency: Ellington & Co., Inc. 


Western Union Telegraph Co. a 21 
Agency: Benton & Bowles, Inc. 


Westinghouse Electric Corp. ...... 24 
Agency: McCann-Erickson, Inc. 


Bene MT, GO. cia cece csc ees cs 6 
Agency: N. W. Ayer & Son, Inc. 


MANAGEMENT METHODS 























POSTAGE WILL BE PAID By 


MANAGEMENT MAGAZINEs, INC, 
22 West Putnam Avenue 
GREENWICH, CONN. 


POSTAGE WILL BE PAID By 


MANAGEMENT MA 
22 West Putnam A 
GREENWICH, CONN. 


FIRST CLASS 
PERMIT No. 337 
(Sec, 34.9, P.L.&R.) 
Greenwich, Conn. 


MIDI 


FIRST ¢ LASS 
PERMIT Ne. 337 
(Sec. 34,9, P.L.&R.) 
Greenwich, Conn, 





2 


260 261 
268 269 
276 277 
284 285 
292 293 
300 301 
308 309 
316 317 
324 325 
332 333 
340 341 
348 349 
356 357 
364 365 
372 373 
380 381 
388 389 
396 397 
404 405 
412 413 


M/M's FREE READER SERVICE 


For more information on any advertisement or keyed editorial item, simply fill out the 
card below, circle the appropriate key numbers, detach, and drop in the mail. We pay 
the postage. Please use card Number 1 first. These cards valid until Jan. 1, 1958. 


BOSSE 6 FOSS ERODES SEES SEED BEOE EEE SESS SE EEOSSE EE BOESESEE SEE OSE OSE COSTS OSESOCOOCO eeecoewe 


OCTOBER 1957 


262 
270 
278 
286 
294 
302 
310 
318 
326 
334 
342 
350 
358 
366 
374 
382 
390 
398 
406 
414 


263 
271 
279 
287 
295 
303 
311 
319 
327 
335 
343 
351 
359 
367 
375 
383 
391 
399 
407 
415 


264 
272 
280 
288 
296 
304 
312 
320 
328 
336 
344 
352 
360 
368 
376 
384 
392 
400 
408 
416 


265 
273 
281 
289 
297 
305 
313 
321 
329 
337 
345 
353 
361 
369 
377 
385 
393 
401 

409 
417 


266 
274 
282 
290 
298 
306 
314 
322 
330 
338 
346 
354 
362 
370 
378 
386 
394 
402 
410 
418 


267 
275 
283 
291 
299 
307 
315 
323 
331 
339 
347 
355 
363 
371 
379 
387 
395 
403 
411 
419 


Please print 


Company 


Address 


Number of employees in firm 


Type of business 


1 Send Management Methods for one year at $5.00 ( Bill me ( Bill company ¢ 


260 261 
268 269 
276 277 
284 285 
292 293 
300 301 
308 309 
316 317 
324 325 
332 333 
340 341 
348 349 
356 357 
364 365 
372 373 
380 381 
388 389 
396 397 
404 405 
412 413 


OCTOBER 1957 


262 
270 
278 
286 
294 
302 
310 
318 
326 
334 
342 
350 
358 
366 
374 
382 
390 
398 
406 
414 


263 
271 

279 
287 
295 
303 
311 
319 
327 
335 
343 
351 

359 
367 
375 
383 
391 
399 
407 
415 


264 
272 
280 
288 
296 
304 
312 
320 
328 
336 
344 
352 
360 
368 
376 
384 
392 
400 
408 
416 


265 
273 
281 
289 
297 
305 
313 
321 
329 
337 
345 
353 
361 
369 
377 
385 
393 
401 
409 
417 


266 
274 
282 
290 
298 
306 
314 
322 
330 
338 
346 
354 
362 
370 
378 
386 
394 
402 
410 
418 


267 
275 
283 
291 
299 
307 
315 
323 
331 
339 
347 
355 
363 
371 
379 
387 
395 
403 
411 
419 


Please print 


Company 


Address 


Number of employees in firm 


Type of business 


(CO Send Management Methods for one year at $5.00 ( Bill me (© Bill company 





‘“LIVING'' FURNITURE FROM 


NIAGARA‘'S “WONODERE Ul 


Executive Chair Cushion 


For use on desk 


r ear beheieiis 
leisure Lounge 
chair with 
Massage mot 


models, 4 sizes 


Glide-Out Sofa 
ably reclined for 


chair, t 
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mmfort 


sitting 


seat pulls out level for sleep 


Tate! 
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Y le / CYCLO-MASSAGE® 


-.. FURNITURE TO HELP THE EXECUTIVE 
REST AND RELAX, AT HOME OR OFFICE 


Into this busy world, where the need to relax 
becomes a matter of importance, Niagara in- 
troduces this new line of furniture designed for 
beauty and better health. You’d never guess, to 
look, that each contains medically-researched, 
medically-tested Niagara Cyclo-Massage mo- 
tors. Beneath their beautiful “skins,” each piece 
is identical in operation to the Niagara physio- 
therapy equipment built for use in hospitals, 
clinics and athletic training rooms. 

You get a wonderful sense of well-being from 
Niagara. Try it .. . during the day, or when- 
ever tension mounts. Just sit down, ease back, 


THESE PROMINENT MEN USE NIAGARA 


John S. Hewitt (left) President of 
ANAHIST Co., and George A. 
Beck, Executive Vice President of 
the SHEAFFER PEN Co. find Niag- 
helps them and 
tension during the day. 


ara relax ease 


set the controls. Then ride off to Niagara’s 
“wonderful world of well-being.” As the 
motors purr, the delightful action passes 
throughout your body. It feels like thousands 
of tiny fingers reaching deep DEEP down to 
gently, gently massage the tired fibers of your 
body. Tension and fatigue fade away .. . sore 
backs, sore legs are forgotten . . . problems are, 
too. You relax as you never have before. 

You owe it to yourself, and to your family, 
to try Niagara. See for yourself how pleasant 
it can be to be LIVING in Niagara’s ‘““wonder- 
ful world of well being.” 


Lek got the Niagaon {PT 


THE INCOMPARABLE THERMO. | 
CYCLOPAD® HEAT-MASSAGE l 
SET contains heat-massage | 
pad and hand unit to help 

relieve pains of. arthritis, | 


rheumatism. Can be 


*~} all over body. 


(Circle number 362 for more information) 


2 Cyclo-Massage motors 


NIAGARA’S PATENTED 3-WAY ACTION is 
unique . . . combines horizontal, vertical 
and circular motions to create a soothing, 
pleasant, highly beneficial massage action. 


WEWA 6744 
NIAGARA 
Dept. MM-107, Adamsville, Pa. 
Send complete details of Niagara's Living 
Furniture 


used | Name____ 
| Address_ 


in Conode: Monarch Massage, Ltd., Fort Erie, Onterie 
© 1957 Niegara Therapy Mfg. Corp. 








| apie MORNING big boss Reagan 
arrived. Charming, urbane, 
boutonniered. By 10:15 — ber- 
serk! Trapped! Transformed by 
skimpy desk and chair into a 
wrathfully seething volcano! 
Cramped in the vise of no-room- 
to-work! 

Happily, his rantings were 
heard by the Invincible Man 
with the office plan. After a swift 
survey of situation and space, he 
produced a layout featuring the 
most impressive “Big Boss” 
furniture ever seen .. . a hand- 
some new two-tone desk with 
gracefully molded edge top, a 
conference table in itself. Back 
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ow "Wrathful" Reagan found room for joy... 


panel perforated for smart effect 
and free circulation of air. New 
leg base under each _ pedestal 
(shown) or standard island base. 
Plush business living indeed 
for important executive or pro- 
fessional like Reagan, who now 
each day departs as he arrives — 
delighted, delightful, spreading 
the joy he has discovered. 
MORAL: In business, volcanoes are not 
born — but made by inadequate furniture. 


VINCIBLE 


MANITOWOC, WISCONSIN 


(Circle number 363 for more information) 





In Canada: A. R. Davey Company, Ltd. 


* THE INVINCIBLE 
OFFICE PLANNING 
MAN isn’t really 
a knight in shining 
armor. It’s just his 
good works that make 
him seem that way. 


Naturally, you’re no “Wrathful” 
Reagan. But considering the trend to 
more attractive, efficient and comfort- 
able executive and general offices — 
with more adroit use of space — you'll 
find it pays to work with Invincible’s 
office-planning consultants. 

Write for free descriptive literature. 


Metal Furniture Company 


Business-engineered 
for better business living 


Factory Representative 
1162 Caledonia Road, Toronto 10, Canada 


























